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fitt»hvx$lf, 9«. 

May 6, 1910. 

MANY Bishops and priests have often declared the need 
of a short course in bookkeeping in the training of 
Seminarians, and expressed the wish that some com- 
petent teacher woidd publish a handbook or outline of in- 
struction giving the essential principles of bookkeeping, and a 
simple, clear method of church accoimts. Rev. Father Daniel, 
of the Benedictine Order, a Professor in St. Vincent^s College, 
Beatty, Pa., has prepared such a work. It has been examined 
and approved by persons of experience in business houses, and 
also by priests who have had long experience in parish accounts, 
and we would reconunend it most cordially to the attention .of 
all who are interested in Seminaries, or who have the resp>onsi- 
bility of educating priests and fitting them for the proper and 
conscientious discharge of pastoral duties, one of which is to 
keep an accurate and clear record of the receipts and expendi- 
tiu'es of the money entrusted to them by their parishioners. 

*REGIS CANEVm, 

Bishop of Pittsburgh. 
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THE following Treatise on "Bookkeeping for Parish 
Priests" was originally written to serve as a text for the 
author's classes in the seminary. As such it has, upon 
trial, been found gratifyingly practical. It is now published in 
the hope of giving it more general circulation, and of making 
it available in quarters which otherwise it could never reach. 

Since it is the purpose of this Treatise to instruct, the various 
subjects have been treated with a view towards simplicity and 
clearness. In places, the language probably savors of the 
classroom. If so, the blame must be laid to the writer's twenty 
years in the professor's chair, rather than to any desire on his 
part of manifesting pedantry. It is hoped, moreover, that 
such a fault, if fault it be, will prove no serious obstacle and will 
not prevent the book from being eminently useful to many. 



THE AUTHOR. 



St. Vincent Archabbey, Beatty, Pa. 
May 16, 1910. 



THE steady demand for "Bookkeeping for Parish Priests/* 
created by the fact that not a few seminaries have 
adopted it as a text-book for the purpose of supplying 
their students with a brief and practical course of useful business 
training, has made a second edition at this time necessary. 

Suffice it to say that the treatise has been carefully revised. 
Changes and additions have been made, but only of a minor 
nature. The use of the book by the author, during the past six 
years, as a text for his own classes, has failed to show the need 

for essential alterations. 

THE AUTHOR. 

St. Vincent Archabbey, Beatty, Pa. 
May 16, 1916. 
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Bookkeeping for Parish Priests 

INTRODUCTION 

THE ability to keep accurate and reliable record of one's 
business dealings, particularly of one's Receipts and 
Expenditures, is a useful accomplishment in any walk 
of life. For a man who makes business his profession, and 
thereby establishes trade relations with many different persons, 
such a record is indispensable. Similarly, for a priest in charge 
of a congregation, the keeping of a record of some kind is a 
necessity. The reputation of the pastor as well as the interests 
of the congregation demand it. 

What form this record should take, how many or how few 
books should be used, cannot be determined by a rule of general 
application. Certain features which are desirable or even 
necessary at one time and in one place, may without detriment 
be omitted at another time or in another place; a;nd whilst a 
congregation that is active along many lines requires a more 
diversified set of records, another one can dispense with all but 
a few. Fortunately, the keeping of these records is neither 
complex nor intricate, and a knowledge of the principles of the 
Science of Accoimts is all that is necessary in order to satisfy 
the demands of the situation in this regard. 

In Part I of the following treatise, a brief exposition of these 
principles is given, the technical terms of the Science are defined, 
and the business papers ordinarily met with, illustrated and 
explained. « 

Part n shows convenient and simple forms for recording 
transactions in the various books, with instructions for taking 
a Trial Balance, making the monthly and annual Statements, 
and closing the Ledger. 

Part in is devoted to special matters. Throughout the 
book, reference is made, as occasion offers, to business customs 
and business laws, a knowledge of which cannot but prove 
advantageous. 

A Siunmarj^ of the various State Laws regulating Wills 
and Bequests, together with a List of Commercial Terms, 
completes the treatise. 









Part First 



GENERAL REMARKS 



BOOKECEEPING is the Science of Accounts, and teaches 
one how to keep a systematic record of business transac- 
tions. It is divided into two general systems, called 
Bookkeeping by Single Entry and Bookkeeping by Double Entry. 
In both systems there are almost countless variations of method 
in making record of transactions, although, of course, the 
fimdamental principles of the system are identical throughout, 
and are not affected by these minor differences of method. 
Just as we find an almost endless variety of dwelling-houses as 
to style, size, material, arrangement of apartments, etc., so, too, 
there is a great variety of forms for keeping books of record. A 
man selects that form and arrangement for his records which 
best suit his taste, the size and kind of his business, and so forth. 
A prime requisite, however, is simplicity; and it may be said 
that the simpler the method, the better. 

Business transactions consist of an exchange of value between 
different parties. Value of one kind is exchanged for value of 
another kind; but it is always assumed that these values are 
equal to each other, and that each party to the exchange re- 
ceives as much as he gives. The entire system of Double Entry 
is based on this assumption. 

The Principal Books * conunonly used are the Day Book, 
Journal, Cash Book, and Ledger, each of which has a province 
distinctively its own. 

The Day Book is a book of original entry containing mem- 
oranda of the transactions in the order of their occiurence. 
These memoranda should be brief, but must convey all inform- 
ation necessary for a clear and full understanding of what has 



* By Principal Books are meant those from which or to which items 
are posted. 



► - • ♦ ; . 






12 -*- ' ' -- • . - BOdixEKFlka -iFOR PARISH PRIESTS. 

taken place. Important details should be mentioned as well as 
the principal facts. The Day Book will thus constitute a 
history of the businesSy and if affidavit can be made as to its 
reliability and accuracy, its entries will be admitted as evidence 
in a court of justice. It may be remarked here that in order to 
insure this reliability and accuracy, it is necessary to make entry 
of transactions as soon as possible after their occurrence. It is 
bad policy to neglect this, with the intention of entering them 
later. Memory is not always reliable, and since an omission of a 
transaction from the Day Book means an omission of it from the 
other books as well, a want of care in this regard will spell 
trouble later on. 

The Journal is a book which shows the effect of the trans- 
actions recorded in the Day Book. It does this by mentioning 

the accounts which are affected bv what has occurred. In other 

t/ 

words, the Journal shows which accounts are to be debited or 
credited. The Journal and the Day Book are generally com- 
bined, thus showing the effect of each transaction side by side 
with the memorandum for the same. 

The Cash Book, as its name implies, is the book which con- 
tains the record of Cash received and Cash paid out. If care- 
fully kept, it will show Receipts in one column. Expenses or 
Outlays in the other, and in the difference between the two col- 
umns indicate the Balance of Cash on hand. The simplest form 
of the Cash Book makes use of the two money columns in this 
way. Siuns received are placed into the first or debit column, 
and siuns paid out are placed into the second or credit column. 
The explanation given with each item indicates for what the 
money was received or paid. Another form of the Cash Book 
uses the left hand or debit page for moneys received, and the 
right hand or credit page for moneys paid, the Balance on hand 
being shown by the difference between the two pages. When 
this form is used, unless the transactions in which Cash is re- 
ceived are about equal in number with those in which Cash is 
paid out, there will be more or less space lost on one or the other 
page, because when either is filled two new pages must be taken. 
Li addition to the two regular columns in the Cash Book, used 
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as described above, special columns may be ruled and used for 
such accounts (receipts or expenses) as occur frequently. This 
feature is illustrated in Set 11. 

The Ledger is the book of remits — ^the reservoir into which 
the debits and credits recorded in the Journal find their way, 
and where they are collected under separate titles or headings. 
Such a collection of debits and (or) credits under its proper 
title is called an Account. The debit items are entered to the 
left of the dividing line running down the middle of the page, 
whilst the credit items are entered to the right of it. 

Besides the Principal Books, others, called Auxiliary Books, 
are used as demanded. Li a tradiug busiuess, for example, an 
Invoice Book for purchases of Merchandise, a Sales Book for 
sales, a Bill Book for Notes and Drafts, etc., would be desirable 
if not necessa^3^ Any or all of these may be kept as Principal 
Books, if transactions instead of being merely recorded in them, 
are journalized and posted therefrom. By "postiug" we mean 
transferring the debits and credits from the Principal Books 
to the Ledger. 

Li a set of church books the Principal Books are the Day 
Book, Journal, Cash Book, and Ledger. This does not mean 
that four separate books must be kept. The Journal and Cash 
Book, or the Journal, Cash Book, and Day Book, may be com- 
bined. Hence, only two, or at most three. Principal Books are 
required : the Day Book, containing the original memoranda of 
what has occurred; the Cash Joiunal, containing the entry 
which each transaction calls for; and the Ledger, where the 
scattered debits and credits belonging to the various accoimts 
are collected and brought together. 

The Auxiliary Books needed in nearly all cases would be a 
BiU Book, containing a record of Bills Receivable and Bills 
Payable, a Pew Register, and a Cemetery Book. These will be 
spoken of more extensively in Parts 11 and HI. 

To debit means to charge up against; that is, to show by 
an entry that a person or thiog has cost us value and owes us 
something. 

To credit means the opposite of to dehity namely that a per- 
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son or thing has produced us value, by canceling an existing 
indebtedness in whole or in part, and has placed us in a state 
of indebtedness or obligation towards it. 

Debtor and creditor are the nouns corresponding in meaning 
to the verbs debit and credit. They are abbreviated Dr. and Cr. 
respectively. 

To journalize means to determine the debits and credits 
arising from a transaction. 

Single Entry Bookkeeping journalizes only those trans- 
actions which affect Personal Accounts, i. e., ihose which re- 
quire a person to be debited or credited; and a Single Entry 
Ledger contains only Accounts with Persons. Those trans- 
actions which do not affect Personal Accounts are recorded in 
the auxiliary books, if at all. 

Double Entry Bookkeeping journalizes all transactions, and 
keeps accoimts with Persons, with Property (such as Cash, Mer- 
chandise, Real Estate, Bank Stock, Bills Receivable, etc.), and 
with Allowances (such as Interest, Discount, Commission, Ex- 
pense, and the like) . 

According to Single Entry every transaction contains either 
a debit or a credit, i. e., it affects only one licdger accomit, either 
by debiting or by crediting it. According to Double Entry, on 
the other hand, every transaction contains both a debit and 
a credit, i. e., it affects at least two Ledger accounts, one of 
which is debited whilst another is credited. Of course, a trans- 
action may affect more than two accounts — ^several on the debit 
and several on the credit side — ^but in every case the sum or 
amount (not the niunber) of the debits must be equalled by the 
sum or amount of the credits, so that in every transaction both 
sides of the Ledger are affected to an equal extent. This dis- 
tinction constitutes the essential difference between the two 
systems, and gives rise to the names Single and Double Entry. 

Of the two. Double Entry is superior to Single Entry, be- 
cause it furnishes more nearly complete records, and shows more 
particular results. A proprietor perceives from his books, not 
only that he has gained or lost, but also on what he has gained 
and on what he has lost. He learns not only the general result 
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of a series of business dealings, but exactly to what eictent each 
account has contributed to bring about this result. Li addition 
to this he has many checks on the correctness of his books which 
are lacking if kept by Single Entry. 



JOURNALIZING. 

Journalizing has been defined as the process of determ- 
ining the debits and credits which arise from a transaction. 
All journalizing is done according to the General Rule: 

DEBIT WHAT COSTS VALUE; CREDIT WHAT 

PRODUCES VALUE. 

This rule applies and is followed in every case, and it is 
therefore of the greatest importance that its proper application 
be thoroughly understood. Li order to secure this understand- 
ing, we here append a few 

PARTICULAR CASES AND SPECIAL RULES. 

CASH. 

For a man in business, the general rule for journalizing 
finds application as diversified as are his transactions. It 
stands to reason, however, that in every Kne of trade a certain 
kind of transaction will occur over and over again, altogether 
much more frequently than any other. The same is true of a 
set of church books. There Cash is the account most fre- 
quently affected, because practically all the transactions to be 
recorded involve either its receipt or its expenditure. By Cash 
we mean not only Coin and Currency, but also Checks, Bank 
and Sight Drafts, Post Office and Express Money Orders. 

The general rule for journalizing requires us to debit what 
costs value. Cash costs value when it is received, because we 
then must give something for it. Therefore, the special rule for 
journalizing Cash is to debit it when received. In the same 
way, the general rule for journalizing requires us to credit what 
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produces value. Cash produces value when it is paid out, be- 
cause we then get something for it. Therefore, the special rule 
for journalizing Cash is to credit it when paid out. When Cash 
comes into our possession and is debited, the account for which 
we get it is credited, the Joimial entry being "Cash, To Pew 
Rent," "Cash, To Altar Society," "Cash, To Bills Payable," 
etc. Vice versa, when Cash goes out of our possession and is 
credited, the account for which we pay it is debited, the Journal 
entry being "Interest, To Cash," "Choir Expense, To Cash," 
"Cemetery Account, To Cash," etc. 

CHURCH ACCOUNT. 

Next to the Cash account, "Church Account" enters most 
frequently into the journalizing of a pastor's transactions. In 
fact, it may be said, in a general way, that this account is 
affected by practically every transaction that occurs, because 
no matter, for instance, from what source money is received or 
for what purpose it is expended, it belongs to the church, and 
may, therefore, correctly be charged or credited to the "Church 
Account". If other accounts are opened, it is done not so 
much from necessitv as for convenience. 

SELECTING THE LEDGER TITLES. 

In selecting, choosing, or deciding upon certain titles as 
headings for his Ledger accounts, much is left to the discretion 
of the bookkeeper. Generally speaking, he may open many or 
few. However, since the monthlv and annual Statements are 
to be compiled from the facts shown by the Ledger accoimts, it 
will plainly be to his advantage, and will result in a notable 
saving of time and labor in the preparation of these Statements, 
if he be guided in this selection by the requirements of the 
diocesan or other reports which he is called upon to render. A 
classification of the Receipts and Expenditures into "Ordinary," 
"Extraordinary," and "Special," will come nearest to being of 
service in most cases. The following list will exemplify this 
classification : 
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7. Ordinary Church Receipts, 

Pew Rent, 

Seat or Ushers' Collections, 

Penny Collections, 

Monthly Collections, 

School Collections, 

Societies, 

Poor Box, 

Cemetery, 

Any Others. 

77. Extramdmary Receipts. 

Subscriptions, 

Deposits, 

Donations and Bequests, 

Entertainments, 

Church Property, 

Any Others. 



« 



it 



it «< 



Ordinary Church Expenses. 

Salary of Pastor, 

" Assistant, 

" Sexton, 
Teachers, 
Choir, 
Insurance, 
Taxes, 
Cemetery, 
Any Others. 

Extraordinary Expenses, 

Interest on Debt, 
Payments on Principal of 

^ Debt, 
Furniture for Church, School, 

or Rectory, 
Repairs and Lnprovements, 
New Grounds and Buildings. 



777. Special Receipts and Expenses, 

Diocesan Assessment, 

Orphans' Fund, 

Peter's Pence, 

Holy Land, 

Indian and Negro Missions, 

Catholic University, 

Any Others. 

It is not to be inferred that an account must be kept with 
each and every one of the above titles. Follow your own best 
judgment in the matter. Items like "Salary," "Insurance," 
"Taxes," 'Donations and Bequests," because they occur com- 
paratively seldom, may be combined in one account, or be jour- 
nalized and posted under the general title of "Church Accoimt", 
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and can nevertheless be listed separately in the annual report. 
"Pew Rent," on the other hand, as also the various "Collec- 
tions," whilst likewise only sub-divisions of the "Church Ac- 
count," are best kept separately under their own titles, because 
such an arrangement will show at a glance what each of these 
sources of church-revenue has produced within a given time, and 
when preparing the annual or other Statements the total foot- 
ings of these accounts can be transferred as they stand. The 
rule for journalizing transactions involving the "Church Ac- 
count" or any of its sub-divisions, may therefore be stated thus: 
Debit the "Church Account" (either under that or some special 
title) for outlays or expenditures; credit it (again under that or 
some special title) for moneys received. 

CEMETERY. 

If the parish has its own burial grounds, a separate account 
should be kept with "Cemetery". Debit it for expenses made 
on account of it, for instance for original cost, for caretaker's 
wages, for improvements, etc., and credit it for moneys received 
from the sale of lots or of single graves. 

SCHOOL. 

This account is treated similarly to the previous one. It is 
debited for cost of maintenance, and credited for tuition fees 
or any other income for school purposes. 

SOCIETIES. 

This also is a general title whose scope may be reduced as 
desired by keeping separate accounts with individual societies. 
In any case, debit them for what they cost; credit them for 
what they produce. 

SPECIAL COLLECTIONS. 

Li the case of "Special Collections", whether for Peter's 
Pence, Orphans, Holy Land, Indian and Negro Missions, Gen- 
eral or Diocesan Funds, one accoimt suffices for all. If the 
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credit entry, made when the money is collected, and the debit 
entry, made when the smn collected is forwarded to its destina- 
tion, are placed opposite each other on one and the same line in 
the Ledger, the account will show at any time what smns have 
been received and what smns have been sent to the chancery. 
When the two sides balance, they should be ruled up. 

BILLS RECEIVABLE AND BILLS PAYABLE. 

By BiUs we here mean Notes and Drafts. They are called 
Receivable when payable to us, and Payable when payable by us. 

A Bill Receivable costs us value and must be debited when 
it comes into our possession; it produces us value and must be 
credited when it goes out of our possession, i, e., when we dis- 
pose of it either by surrendering it to the payer when it falls 
due and is paid, or by transferring it »to someone else by en- 
dorsement before its maturity. Bills Receivable are always 
debited first and credited later on. In other words, the first 
entry pertaining to any particular Bill Receivable will always 
be on the debit side of the account. This side shows what Bills 
have come into our possession. The credit side shows what Bills 
have been collected or otherwise disposed of. The difference 
between the two sides, if any, will show the Bills Receivable still 
on hand. This difference will have to be the face value of one 
Note, or the combined face value of several Notes on hand. 
When all are disposed of, the account will balance, and should 
be closed. 

A Bill Payable produces us value when we issue it, and 
must then be credited ; it costs us value when we redeem or pay 
it, and must then be debited. Bills Payable are always credited 
first and debited later on. In other words, the first entry per- 
taining to any particular Bill Payable will always be on the 
credit side of the account. This side shows what Bills Payable 
we have issued. The debit side shows what Bills we have re- 
deemed. The difference between the two sides, if any, will show 
the Bills Payable still outstanding against us. This difference 
will have to be either the face value of one Note, or the com- 
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bined face value of several Notes outstanding. \Mien all are 
redeemed, the account will balance, and should be closed. It 
must be remembered also, that Bills Receivable or Bills Payable 
are always debited and credited for their face value. 

INTEREST AND DISCOUNT. 

Interest is money paid for the use of money. Discount is 
an allowance made from a debt if paid before it is due. Both 
vary in direct proportion with time and rate. Li other words, 
the longer the time and higher the rate, the larger will be the 
amount of Interest or Discount; and the shorter the time or 
lower the rate, the smaller will be the amount of Interest or 
Discount. Whenever Interest or Discoimt enters into a trans- 
action, all we need to know in order to be able to journalize it is 
whether it is in our favor or not. In each case we ask : Is it for 
me, or is it against me? If it is in my favor, it produces me value 
and must be credited ; if it is against me, it costs me value and 
must be debited. Hence the rule: Debit Interest and Dis- 
count when against us; credit Interest and Discount when for 
us. 

A little reflection will make it plain, that Interest on a Bill 
Receivable is in my favor, because paid to me over and above 
the face value of the Bill. Also, that Discoimt on a Bill Re- 
ceivable is against me, because instead of receiving the amount 
called for by the Bill, I receive less. On the other hand. Interest 
on a Bill Payable is against me, because I must pay an amount 
over and above the face of the paper. Discount on a BiU 
Payable is in my favor, because it makes the debt smaller than 
its face. 
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SUMMARY OF SPECIAL RULES. 

The special rules for journalizing given in connection with 
the particular cases mentioned above, are here summarized for 
more convenient inspection. It must be borne in mind that 
they are not really additional rules for journalizing, but only 
variations of the one general rule, ''Debit what costs vahte; 
credit whai^ produces vahte,'^ as it applies to particular kinds of 
transactions. 

Cash is debited when received; credited when paid out. 

Church Accounty together with all its sub-divisions, is 
debited for money expended; credited for money received. 

Cemetery Account is debited for expenses; credited for 
receipts. 

School Account is debited for cost of maintenance; credited 
for income for school purposes. 

Societies are debited for what they cost; credited for what 
they produce. 

Special Collections are credited for amount received; debited 
for amount collected, when sent to their destination. 

BiUs Receivable are debited when received; credited when 
disposed of. 

BiUs Payable are credited when issued; debited when 
redeemed. 

Interest and Discount are debited when against us; credited 
when for us. 
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ILLUSTRATIVE EXAMPLES 

OF 

JOURNALIZING. 

The following imaginary transactions and their journal- 
ization will still further illustrate how the general and special 
rules above mentioned apply : 

EXAMPLE No. 1. 

Transaction. — ^A merchant buys a bill of goods, amounting 
to $250, and pays Cash. 

Journalization. — ^Merchandise $250, To Cash $250. 

Explanation. — According to the General Rule, Merchandise 
is debited because it costs valucy by taking Cash out of the 
merchant's possession; Cash is credited because it produces 
valuSy by bringing Merchandise into his possession. According 
to the Special Rules, Merchandise is debited because it is 
bought; Cash is credited because it is paid out. 

EXAMPLE No. 2. 

Transaction. — A merchant sells a bill of goods, amounting 
to $75, and receives Cash. 

Journalization. — Cash $75, To Merchandise $75. 

Explanation. — (General Rule.) Cash is debited because it 
costs value, by taking Merchandise out of the merchant's 
possession; Merchandise is credited because it produces value y 
by bringing Cash into his possession. (Special Rules.) Cash is 
debited because it is received; Merchandise is credited because 
it is sold. 

EXAMPLE No. 3. 

Transaction. — A merchant sells goods, amounting to $12^ 
to James Barry, on account, i. e., on Mr. Barry's express or 
implied verbal promise to pay at some future time. 
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Journalization. — James Barry $12, To Merchandise $12. 

Explanation. — (General Rule.) James Barry is debited be- 
cause he costs value, by taking Merchandise out of the mer- 
chant's possession ; Merchandise is credited because it prod^uces 
value, by bringing Mr. Barry into the merchant's debt. (Special 
Rules.) James Barry is debited because he comes into the 
merchant's debt; Merchandise is credited because it is sold. 

EXAMPLE No. 4. 

Transaction. — A merchant buys goods, amounting to $125, 
from Stevens & Co., on 30 days' time. 

Journalization. — ^Merchandise $125, To Stevens & Co., 
$125. 

Explanation. — (General Rule.) Merchandise is debited be- 
cause it costs vahie, by putting the merchant into debt to 
Stevens & Co.; Stevens & Co. are credited because they pro- 
duce value, by bringing the Merchandise into the buyer's 
possession. (Special Rules.) Merchandise is debited because 
it is bought; Stevens & Co. are credited because the buyer goes 
into their debt. 

EXAMPLE No. 5. 

Transaction. — ^^iUiam Mason buys of Brown & Co. a 
quantity of goods, invoiced at $300. He pays Cash $100, and 
gives his promissory Note, payable in 30 days, for the Balance. 
What is the journalization of each party? 

Mr. Mason journalizes this transaction by saying: Mer- 
chandise $300, To Ca^h $100, To Bills Payable $200. 

Explanation. — (General Rule.) Merchandise is debited be- 
cause it costs value, by taking Cash and a Note out of his 
possession; Cash and Bills Payable are credited because they 
produee vahie, by bringing the Merchandise into his possession. 
(Special Rules.) Merchandise is debited because it is bought; 
Cash is credited because it is paid out; Bills Payable is credited 
because it is issued. 
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Brown & Co. journalize this transaction by saying: Cash 
$100, Bills Receivable $200, To Merchandise $300. 

Explanation. — (General Rule.) Cash and Bills Receivable 
are debited because they cost valuej by taking Merchandise out 
of their possession ; Merchandise is credited because it produces 
value, by bringing Cash and a Note into their possession. 
(Special Rules.) Cash and Bills Receivable are both debited 
because they are received; Merchandise is credited because it 
is sold. 

EXAMPLE No. 6. 

Transaction. — ^I pay my Note for $400, due today, with 
Interest @ 5% for one year, giving my Check in full. 

Journalization. — ^Bills Payable $400, Interest $20, To 
Cash $420. 

Explanation. — (General Rule.) Bills Payable and Interest 
are debited because they cost valuey by taking Cash out of my 
possession; Cash is credited because it produces value ^ by 
paying (canceling) the Note and Interest. (Special Rules.) 
Bills Payable is debited because it is redeemed; Interest is 
debited because it is against Trie; Cash is credited because it is 
paid out. 

EXAMPLE No. 7. 

Transaction. — I receive Cash $420 in payment for a Note 
and Interest to date. 

Jaumalizatim.—Casli $420, To Bills Receivable $400, To 
Interest $20. 

Exphnaiion. — (General Rule.) Cash is debited because it 
costs value y by taking this Note out of my possession; Bills 
Receivable and Interest are credited because they produce 
value, by bringing Cash into my possession. (Special Rules.) 
Cash is debited because it is received; Bills Receivable is 
credited because it is disposed of; Interest is credited because 
it is for me {in my favor). 
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EXAMPLE No. 8. 

Transaction. — 1 prepaid my Note for $650, favor of Henry 
Burke, due 4 months from date, and was allowed the Discount 

($13). 

Jaumalization.— Bills Payable $650, To Cash $637, To 
Discount $13. 

Exphnatwn, — (General Rule.) Bills Payable is debited be- 
cause it costs value, by taking Cash out my possession; Cash 
and Discount are credited because they produce valuer by paying 
(canceling) the Note. (Special Rules.) Bills Payable is 
debited because it is redeemed; Cash is credited because it is 
paid out; Discount is credited because it is in my favor. 

EXAMPLE No. 9. 

Transaction. — ^Nov. 26. — ^VS'ishing to raise money, I dis- 
counted at the Bank, Charles Austin's Note for $375, which I 
hold. The Note is dated March 10th last, and is payable in 
one year from date with Interest @ 4%. The Bank discounts 
@ 5%, giving me the Net Proceeds in Cash. (For information 
as to the manner in which the Net Proceeds of Notes are com- 
puted, see Part HI, under "Discounting Commercial Paper)." 

Journalization. — Cash $384.59, Discount $5.41, To Bills 
Receivable $375, To Interest $15. 

Explanation. — (General Rule.) Cash and Discount are 
debited because they cost value, by taking the Note out of my 
possession; Bills Receivable and Interest are credited because 
they produce value, by bringing Cash into my possession. 
(Special Rules.) Casli is debited because it is received; Dis- 
count is debited because it is against me; Bills Receivable is 
credited because it is disposed of; Interest is credited because 
it is in my favor. 

EXAMPLE No. 10. 

Transaction. — ^I bought a house and lot for $8,000. Gave 
in payment Cash $2,000, Merchandise from store $500, one 
Note for $2,500 payable in 6 months, and another for $3,000 
payable in one year, each bearing Interest @ 4 %. 



26 BOOKKEEPING FOR PARISH PRIESTS. 

Jmrnalization.—Reai Estate $8,000, To Cash $2,000, To 
Merchandise $500, To Bills Payable $2,500, To Bills Payable 
$3,000.* 

Explanation. — (General Rule.) Real Estate is debited be- 
cause it cods valucy by taking the Cash, Merchandise, and Notes 
out of my possession; Cash, Merchandise, and Bills Payable 
are credited because they produce valucy by bringing Real Estate 
into my possession. (Special Rules.) Real Estate is debited 
because it is bought; Cash is credited because it is paid out; 
Merchandise is credited because it is sold; Bills Payable are 
credited because they are issued. 



NOTES AND DRAFTS. 

As has been said. Bills Receivable and Bills Payable for 
the most part consist of Notes and Drafts. Before going farther 
it may be well to define these terms, and give such additional 
infonnation concerning them as is necessary to insure a thorough 
understanding of their convenience and importance in business. 

A Note is a written promise to pay a specified sum of money 
to a certain person at a certain time. 

The person promising is called the payer, and, because he 
usually writes or makes the Note, the maker. The person to 
whom the money is to be paid is called the payee. 

A Draft is a written instrument in which one person orders 
another to pay to a third, a certain sum of money, either at 
once (at sight), or at a specified number of days (10, 30, 60, etc.) 
after sight. 

The person who makes the Draft is called the maker and 
the drawer. The person on whom the Draft is drawn or to 
whom the order is directed, is called the drawee. When the 
drawee accepts the Draft, i. e., signifies his readiness to meet 
the obligation at maturity, he becomes the acceptor and payer. 
Finally, the person in whose favor the Draft is drawn and to 
whom it is payable, is called the payee. 

Following are the common forms of Notes and Drafts: 

^Interest is not mentioned in the journalization because none has 
accrued at this time. 
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1. Ordinary Promissory Note. 



i $ — ^ ^f. ^-^ Bttsbui^. Pa.. J?^>»^ r^ /i f, 19 I 

i 

^^^*^ '^'^ "^ ^^^^^^ * promiac to pay | 

f^ M.<,,.-^*.,l^Ji^tl. ^itUA' '^*^ ^*»*^ --» f-^ DoUan. Ik 

7 /ICO 




value received, without deliJeation. 
i»a> a »a>«<ata< a taia>at — <■<■<■>■> — ♦■> a ia w >a> a iaia>a> ww >a>a w a> — —iaiaiaiai — <iai«t 



J 



^. iVofg Payable on Demand. 




$_j^&£jl___ Trtnton. N. J., ^^Ky /, 1 9, 

/^ aS .i^t^tjb'H^ t nr value receivcd.__4£- — promise to pay 

j^^a/i^rUC J^. Qj^C^^^^i^4, or Order, 

ffkA/u. :^L€.,^^dAJt^ Jsrt^, v^^ ^yf DolUn, 



without defalcation or diaoouat 



^JLZ^ ^ujJjt^i^ 



ia f ii w iii ff iiiii a > if iiiii i iiiiiaia»iiB»i n iii»«'»«»«»««» « ««'"««'«» * '"' " '»'''''"'"**''> * '"' 



S. Joint and Several Note. 
■ w > « <a — ■>■♦ ■ •■< — ■»■»■»■>■>■>—<■— > ■ >■! ■ !■>■»■» ♦■♦ — • ■ •■• ■ •■•■•■♦■•■• ■ »—a»a» a ea» a »a>a^a w a 



I $ f-iTx.&o Chicago, nia., 7^^>^ f, 19- 



I 




v<«4~c 7}i.0-yUA^ after elate •'*«^,. jointly and severally, 
promise to pay xJCi^A.^^ ffbAt-^^CtAA^-i^ or Order, 

^^^ vduerecdved. ^^ y 

I Dili- ,»^r ^, ff' y^^^ ^ 
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The form, arrangement, and wording, of above Notes should 
be carefully studied. Whilst they are by no means the only 
correct ones, they are the forms generally met with, and satisfy 
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all the requirements of commercial law towards securing nego- 
tiability, that is, transferability together with the right of en- 
forcing payment. 

The words "without defalcation", in Note 1, are necessary 
in the State of Pennsylvania. In New Jersey, the words "with- 
out defalcation or discount", in number 2, are required. If the 
above Notes were to be interest-bearing, the words "with inter- 
est" would have to be inserted, for example after "Dollars". 
When nothing is said concerning interest, none is due unless the 
Note is not paid at maturity. In interest-bearing Notes, inter- 
est is reckoned at the rate mentioned in the Note. If no rate 
is specified, the legal rate is understood. * In some States three 
days, called days of grace, are added to the term for which the 
Note is given, thus making a 30 days Note fall due in 33 days, 
and a 60 or 90 days Note in 63 or 93 days respectively. Since 
January 1, 1896, days of grace have been abolished in Pennsyl- 
vania. The same has been done, either previously or since, in 
all other States except Alabama, Arizona, Arkansas, Michigan, 
Mississippi, Nevada, New Mexico, North Carolina, Rhode 
Island, South Carolina, South Dakota, Texas, and Wyoming. 
North Carolina, South Carolina, and Texas, do not allow grace 
on paper payable "on demand". When grace is allowed, it is 
customary to mention both dates of maturity, writing them in 
the form of a fraction, thus : Feb. 14 /17. The earlier date is the 
one on which the Note is nominally y the later date the one on 
which it is legally due. Notes are not collectable on Simdays or 
on legal holidays. * * Hence, if a Note should fall due on either 
of these days, it becomes payable on the next secular business 



*The legal rate is 5% in Illinois, Louisiana, and Michigan; 7% in 
California, Georgia, Idaho, Nebraska, Nevada, North Dakota, South 
Carolina, and South Dakota; 8% in Alabama, Colorado, Florida, Mon- 
tana, Utah, and Wyoming. In all other States it is 6%. 

**The list of legal holidays in Pennsylvania embraces the follow- 
ing: New Year's Day, Jan. 1st; Lincoln's Birthday, Feb. 12th; Wash- 
ington's Birthday, Feb. 22nd; Good Friday; Memorial, or Decoration 
Day, May 30th; Independence Day, July 4th; Labor Day, the first 
Monday in September; Columbus Day, Oct. 12th; Election Day, in 
November; Christmas Day, Dec. 25th. To these may be added Saturday 
afternoons, half holidays, and the afternoon of the 3rd Tuesday of February, 
an election day. 
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day. In States, however, where grace is allowed, if the last day 
of grace happens to be a Sunday or l^al hohday, the obligation 
falls due on the day brfore, i. e., on the second day of grace. 

1. Sight Draft. 



♦ /■'^ r^ 



T^ 






^ ^ 




«. Draft Payable After Sight. 



Pa... ~d'*U-t 






f^uA ^ $. 



Otr S3L& %y. y^ 



Sitt. ^k-t- ^te/ii^ "^lu^ . xi^ t-~< ?^ rvji.r., 



-#^ 



SMi~*is^, ^■^■ 



.^^>~». ,%:^;Ci4. 



S. Draft Payable After Date. 
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In each of the Drafts shown, Thomas McCarthy is the 
Drawer and Maker; Alfred Trainer, the Drawee, and in case of 
acceptance, in No. 2 and No. 3, the Acceptor and Payer; Joseph 
Freeinan in each case is the Payee. The Sight Draft (1) after 
being drawn by Thomas McCarthy, is given or sent to Joseph 
Freeman, and is by him presented to Alfred Trainor for 'pay- 
ment.- The Time Drafts (2) and (3), would have to be pre- 
sented/or acceptance. Mr. Trainor, in accepting, would write 
across the face of the Draft to be accepted : "Accepted— Alfred 
Trainor." Or, "Accepted— March 6, 19 — , — Alfred Trainor," 
after which the Drafts would appear as follows : 








*^'-^^, 



The Acceptance is usually written in red ink, in order to 
naake it more legible by contrast. In accepting the first of above 
Time Drafts, made payable thirty days after mghi, the date of 
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acceptance, i. e., of sight, must be mentioned, because the obli- 
gation commences to mature from that day, without regard to 
the day on which the Draft was drawn. In the second case, 
however, where the Draft reads "thirty days after date", the 
date of the acceptance need not be written, because it has no 
influence in determining the maturity of the paper. 

Applying what has just been said, to the three Drafts above 
given, we say that the Sight Draft falls due at once, and is 
payable when presented — on demand. The first Time Draft 
falls due 30 days after March 6th, as the day on which it was 
accepted, i. e., April 5th, whilst the second Time Draft falls due 
30 days after March 5th, that is April 4th. 

RULE FOR COUNTING EXACT TIME IN DAYS. 

We see, therefore, that to determine the date of maturity 
of a given Note or Draft, we must first of all look to the wording 
of the paper. If it reads "after date", we coimt from the day 
on which presumably it was made; if it reads "at — days sight", 
or " — days after sight", we count from the date on which it 
was accepted. If payable after. a specified number of months y 
we reckon months to determine the maturity, and consider 
the period of time from a given date of one month to the same 
date of the following as one month, regardless of the actual 
number of days between the two dates, whether 28, 29, 30, or 31. 
But when paper is made payable after a specified number of 
daySy then days must be reckoned, and in tiis case it makes a 
material difference whether the date from which we count is 
one of a month having 28, 29, 30, or 31 days. A change in the 
wording from "months" to "days", or vice versa, produces a 
change of one or two days in the maturity. To illustrate: Of 
two Notes, each dated June 1st, the one payable in "three 
months", the other in "90 days", the former falls due on Sep- 
tember 1st, the latter two days earlier, namely August 30th. 

In determining the date of maturity in Time Paper payable 
after a specified number of days, as also in counting the days 
between two given dates, the following Rule will often be of 
service: 
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Rule. — From any day in one month to the same day in the 
next mxmthy there are as many days as that month has whose end 
we cross. 

Therefore, from any day in October to the same day in 
November there are 31 days, because October, whose end we 
cross in comiting from October to November, has 31 days. The 
same is true in counting from January to February, from March 
to April, May to Jime, July to August, August to September, or 
December to January, because in each of these cases we cross 
the end of a month having 31 days. From any day in April, 
however, to the same day in May, there are 30 days, because 
April has 30 days. Similarly, in coimting from Jime to July, 
September to October, or from November to December. From 
any day in February, finally, to the same day in March, there 
are 28 or, in a leap year, 29 days. 

Example. — A Note, dated June 5, is payable in 90 days. 
When does it fall due? 

Operation: According to the above rule. 



from June 5 to July 5 = 30 days; 
" July 5 to Aug. 5 = 31 
" Aug. 5 to Sept. 5 = 31 



92 days. 

Hence the Note falls due September 3rd. Ans. 

Example. — ^How many days are there from March 14 to 
July 27? 

Operation: According to the rule. 



from March 14 to April 14 = 31 days; 

" April 14 to May 14 = 30 " 

" May 14 to June 14 = 31 " 

" June 14 to July 14 = 30 " 

" July 14 to July 27 = 13 " 



Total, 135 days, Ans. 



The following examples will enable you to familiarize your- 
self with the workings of the rule: 
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Find the day of maturity of, 

1) A Note dated Jan. 17, payable in 30 days; Feb. 16. 

2) A Note dated June 21,, payable in 60 days; Aug. 20. 

3) A Note dated October 3, payable in 80 days; Dec. 22. 

4) A Note dated Feb. 10, payable in 60 days; Ajyr. 11. 

5) A Note dated Jan. 29, payable in 90 days; Ajrr. 29. 

6) A Note dated March 18, payable in 45 days; May 2. 

7) A Note dated May 7, payable in 75 days; July 21. 

8) A Draft accepted September 14, payable 30 days after 
sight; Oct. IJf. 

9) A Draft drawn August 19, payable 90 days afterdate; 

Nov. 17. 

10) A draft drawn July 23, and accepted July 25, payable 
"at 45 days sight"; Sept. 8. 

11) A Draft drawn April 4, and accepted three days later, 
payable "90 days after date"; July 3. 

12) A Draft drawn and accepted January 24, payable in 
80 days; Apr. H. 

13) A Draft drawn December 26, and accepted December 
27, payable "60 days after sight"; Feb. 26. 

14) A Draft drawn November 12, and accepted November 
16, payable "75 days after date"; Jan. 26. 



How many days are there 

from March 9 to June 12? 
April 6 to August 26? 
July 24 to October 5? 
January 17 to May 2? 
August 25 to November 1 ? 
May 3 to August 7? 
August 19 to October 5? 
June 4 to September 19? 
October 21 to January 1? 
November 19 to January 8? 
December 20 to March 12? 
September 5 to December 22? 



95. 
U2. 

73. 
105. 

68. 

96. 

h7. 
107. 

72. 

50. 

82. 
108. 
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As a further help towards computing time accurately and 
quickly, we print the following **Table," showing the time, in 
months and days, between the corresponding days of any two 
months. Tables like this, or similar to it, are in common use 
in banks and business offices where computations of this kind 
are frequent. Where this is not the case, and a table, therefore, 
probably not available, a reliable and simple substitute, like the 
foregoing rule, is worth having. 

TABLE. 



From 

January 


To 

Months 
Days 


Jan 

12 
366 

11 
334 

10 
306 

9 

276 


Feb 

1 
31 

12 
366 

11 
337 

10 
306 


Mar 
2 

69 

1 
28 


Apr 

3 
90 


May 

120 


Jun 

6 
161 

4 
120 

3 
92 

2 

61 

1 
31 

12 
366 

11 
336 

10 
304 

9 
273 


Jul 

6 
181 

6 
160 

4 
122 

3 
91 

2 
61 

1 
30 

12 
366 


Auft 

7 
212 

6 
181 

6 
163 

4 
122 

3 
92 

2 

61 


243 

7 
212 

6 
184 


Oct 

9 
273 


Nov 

10 
304 


Dec 

11 
334 

10 
303 

9 

276 

8 
247 

7 
214 


February 


Months 
Days 


2 

69 


3 
89 


8 
242 

7 
214 


9 
273 

8 
246 

7 
214 

6 
184 


March 


Months 
Days 


12 
366 


1 
31 


2 

61 


April 


Months 
Days 


11 
334 


12 
366 


1 
30 


6 
163 

4 
123 

3 
92 


6 

183 

6 
163 


May 


Months 
Days 


8 
246 

7 
214 


9 

276 

8 
246 


10 
304 

9 
273 

8 
243 

7 
212 


11 
336 


12 
366 


June 


Months 
Days 


10 
304 


11 
334 


4 
122 


6 
153 


6 
183 


July 


Months 
Days 


6 
184 


7 
216 

6 
184 


9 

274 


10 
304 


1 
31 


2 

62 

1 
31 

12 
366 

11 
336 

10 
304 


3 
92 

2 

61 

1 
30 

12 
366 

11 
334 


4 
123 


5 
153 


August 


Months 
Days 


6 
163 


8 
243 


9 
273 


11 
334 


12 
366 


3 

92 

2 

61 

1 
31 

12 
366 

11 
336 


4 
122 


September 


Months 
Days 


4 
122 


6 
163 

4 
123 


6 
181 

6 
161 


7 
212 


8 
242 


10 
303 


11 
334 

10 
304 


3 
91 

2 

61 

1 
30 

12 
366 


October 


Months 
Days 


3 
92 


6 
182 


7 
212 


8 
243 

7 
212 

6 
182 


9 

273 


November 


Months 
Days 


2 
61 


3 
92 


4 
120 

3 
90 


6 
161 


6 
181 


8 
242 

■ 

7 
212 


9 
273 

8 
243 


December 


Months 
Days 


1 
31 


2 
62 


4 
121 


6 
161 


9 
274 


10 
304 



Explanation. — Suppose you wish to know the time, in 
months or days, from April to August. Start from Ajml in the 
first column on the left, under "from", and follow out the line 
horizontally until the column headed AuguM is reached. The 
table will then show the months (4) and the days (122). If 
the date to which you are reckoning is earlier or later in the 
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month than the one from which you started, the difference be- 
tween the two must be subtracted or added, as the case may be. 
So, for example, in counting from March 5 to June 15, 10 days 
must be added to the number shown (92), making 102; whereas, 
in counting from September 18 to February 12, 6 days must be 
subtracted from the number shown (153), making 147. 

DEMAND AND NOTICE. 

When negotiable paper falls due, the holder of the same 
must make demand for payment. This demand is made upon 
the Maker oi a Note, and upon the Acceptor of a Draft, within 
business hours, and at the place specified in the paper. If none 
is specified, his usual place of business or, in the case of a private 
individual, his home, is imderstood. If payment is refused, 
the paper is said to be "dishonored", and should be protested. 
This is commonly done by having a Notary Public draw up a 
"Certificate of Protest", stating the facts in the case, namely 
that such and such a paper has been duly presented and pay- 
ment refused. Notice of such dishonor must, however, be given 
to all endorsers of the Note or Draft, on that day or the day 
following, in order that they may be held. Those living in the 
same place may be notified in person; those living in other 
places, by mail. If they are not notified, they are released from 
liabilitv. 

TIME TO SUE. 

# 

Legal action for the recover of money due on commercial 
paper need not be brought at once ; but the right to sue does not 
last forever. It continues for a limited number of years, as 
provided for by the "Statute of Limitations", ranging in dif- 
ferent States from 2 to 15 years. In the majority of the States 
the time is 5 or 6 years. 

The purpose of this Statute, it will be understood, is to 
prevent the presentation of old or stale claims, concerning 
which the debtor himself has likely been led to believe that they 
will not be urged against him. When efforts to recover on a 
certain claim are not made until years after its origin, this fact 
alone is presumptive evidence of its weakness. 
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ENDORSEMENTS. * 

Commercial Paper does not always remain in the hands of 
the original holder imtil it falls due; in many cases it is trans- 
ferred from one payee to another previous to maturity. If pay- 
able "to , or bearer", transfer is accomplished by 

simple dehvery; if payable "to , or order", however, 

endorsement must precede delivery. Endorsements, as to form, 
are of two kinds: full, or blank. In a full endorsement, the 
endorser specifies to whom the transfer is made, by writing that 
person's name above his own. In a blank endorsement he gives 
no such indication, but writes his own name and nothing more. 
If a full endorsement contains the words "or order", tie new 
payee must himself endorse the paper in case of further transfer; 
if the words "or order" are omitted, the endorsement becomes 
a restrictive one and limits the payment of the obligation in 
question to the payee last mentioned. A full endorsement can- 
not be the last endorsement, but must, sooner or later, be 
followed by another, in full or in blank. A blank endorsement 
renders the paper payable to bearer. 

Full Endorsement Full Endorsement, Blank Endorse- 
but Restrictive. ment. 
Pay James Walker Pay James Walker. William Sloan, 
or Order, William Sloan. 
William Sloan. 

Endorsement is a contract. It constitutes a guaranty of 
the value of the paper to which it is affixed. It is equivalent to 
writing on it "I guarantee the within obligation", and renders 
the endorser responsible to all subsequent holders. If, there- 
fore, a Check, a Note, or an Accepted Draft, having three, four, 
or five, endorsements on it, comes into my possession, I have, 
in case that the principal debtor should fail to pay it at maturity, 
three, four, or five, other parties from whom I may demand 
payment. 

*In general, an endorsement (from the Latin in, on, and dorsum, 
the back), is any memorandum or writing on the back of a written instru- 
ment. Here the word is used in a somewhat restricted sense. 
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An endorsement also serves the purpose of a Receipt, when 
placed upon a paper at the time of receiving payment for it. 
A Check, for example, must be endorsed by me when I cash it 
at the Bank. My endorsement indicates that I have received 
the money due me, and will so inform the drawer when it comes 
back to him. 



CHECKS AND BANK DRAFTS. 

A Bank is an institution dealing in money and securities. 
If organized according to the "National Banking Laws", Banks 
may have the privilege of circulating their own "Notes" as 
money. These Notes are furnished the Bank by the United 
States Government, being prepared by the Bureau of Engraving 
and Printing, in Washington, D. C, and when signed by the 
proper officers — ^president and cashier — of the Bank and issued, 
they circulate as money, being secured by U. S. Bonds or other 
approved securities deposited with the Treasurer of the United 
States. Banks absorb much of the superfluous money in a 
community by receiving it on deposit, and thus make it avail- 
able for business. They serve their depositors by paying from 
their deposits, to the proper parties, such sums as they may be 
ordered to pay by means of Checks. The Bank supplies its 
depositors with blank Checks — ^generally bound in books, three 
to a page — ^with Deposit Slips, and with a Pass Book. 

When a person desires to start a Deposit, in other words, 
to open a Bank Account, he should confer with the proper officer 
of that institution, and furnish such information concerning 
himself as may be demanded. When this has been done, he will 
be requested to leave with the Bank the signature which he in- 
tends to use on his Checks, so that reference may be made to it 
in cases of doubt as to the genuineness of Checks purporting to 
have been drawn by him, and he should, of course, invariably 
sign his Checks in the same way. By means of the Checks, the 
depositor indicates to whom he wishes the Bank to pay the sums 
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of money for which they are drawn. A Check may therefore 
be defined as an Order on a Bank or Banker, payable on de- 
mand. 

A Deposit Shp is for use when making a Deposit, and 
should list the Coin, Currency, Checks, Notes, etc., of which 
it is composed. (See Form.) Some Banks demand that the 
names of the Banks on which deposited Checks are drawn be 
written on the Deposit Slip, or that Checks on out-of-town 
Banks be listed separately, etc. Depositors should be guided 
in this matter by the wishes of the persons with whom they 
have dealings. 

DEPOSIT SLIP. 

ALWAYS BRING YOUR PASS BOOK. 



Briceville National Bank 

Deposited by 



fp€^w**.€9^^ S , y^P_ 



LIST CHECKS SINGLY 
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The Pass Book is written up by the Bank. On one side 
it shows the amounts deposited, and on the other side the 
amounts withdrawn, these latter being entered at such times 
when the Pass Book is left at the Bank for adjustment. The 
canceled Checks are then returned with the book, as vouchers 
for the entries made. The depositor should himself also keep 
a record of his dealings with the Bank, i. e., of his deposits and 
checks. This record is most conveniently kept on the stubs of 
the Check Book, deposits being added to, and checks being 
subtracted from the last Balance. A careful examination of the 
vouchers returned with the Pass Book should be made at once, 
in order to detect any error. In case that the Balance shown 
in the Pass Book is different from the Balance shown in your 
Check Book, it does not necessarily follow that either is wrong. 
It may mean simply that you have issued one or more Checks 
which have not yet been presented at the Bank, and which the 
Bank for that reason has not yet charged to your Accoimt. The 
Pass Book will then show a larger Balance than that shown by 
your Check Book. The difference between the two Balances, 
however, must be exactly equal to the sum of the Checks not 
accoimted for. If it should happen, in case of a discrepancy 
between the two accounts, that the Pass Book show a smaller 
Balance than that of your Check Book, there must be a mistake 
in one or the other book, which a careful comparison of the two 
will reveal. (See illustration of Pass Book in Part II.) 

Since the Bank agrees to honor the Checks of its depositors 
as long as they have money on deposit, and even gjiarantees to 
pay the sums called for to the proper parties, depositors on 
their part should exercise becoming care in writing out Checks. 
Make all figures plain, be sure that the amount of the Check as 
expressed in figures agrees with the amount expressed in words, 
and sign all Checks in accordance with the signature left with 
the Bank for identification. Checks may be further "protected" 
by means of certain mechanical devices which perforate or 
stamp the paper, etc. 

Personal Checks, that is Checks drawn by private individ- 
uals on local Banks, are of great convenience in transacting local 
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business, but are not usually accepted for their face value out- 
side of local business circles. When it is desired to make pay- 
ment by means of a Check to a party residing in a different city 
or State, it is customary to use a Bank Draft in place of a 
personal Check. A Bank Draft is a Check drawn by one Bank 
on another in which it has money deposited. In most cases it is 
drawn by the Cashier of a local Bank on its correspondent in 
one of the country's commercial centers. These centers are the 
large cities: New York, checks on whose Banks are current 
throughout the country; New Orleans for the South, Chicago 
for the Middle West, San Francisco for the Pacific Coast, and 
other cities for the territory commercially tributarj'^ to them. 
The origin of this custom may be attributed to the fact that 
Banks in the commercial centers of the country are put to much 
trouble and not a little expense, if compelled to collect Checks 
on local Banks scattered over a wide territory. In order to 
avoid this, local Banks are invited to keep a Deposit in some 
Bank located in such a commercial center, against which De- 
posit it may issue Drafts to its customers. These Drafts are 
issued on request, in exchange for Cash or local Checks for a 
similar amount, with the addition of a nominal sum (usually 
J^ of 1%) for "Exchange". Such a Draft is sent by mail by 
the person to whom it is issued, beiag previously endorsed if 
made payable to his order. 



CERTIFIED CHECKS AND CERTIFICATES 

OF DEPOSIT. 

A Certified Check is one which the Bank upon which it is 
drawn has marked "good". This is done, for example, when 
the party to whom the Check is offered wishes to have certainty 
that the drawer has funds at the Bank to meet it, or that it will 
be honored when presented. He may request the maker to have 
it certified, or he may take it to the Bank himself. If properly 
drawn, the Bank will then mark the Check "Certified", or 
"Good", with the date, and the signature of the certifying 
official. Certification makes the Bank directly responsible to 
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the holder, and substitutes it in place of the drawer or maker 
as the principal debtor. 

A Check is also sometimes certified in cases where the 
drawer wishes to mail it, in payment for moneys due, to a per- 
son to whom he is not known. It gives that person assurance 
that it will be paid when presented at the Bank upon which it 
is drawn. 

A Certificate of Deposit is a written declaration by a Bank 
that certain moneys have been entrusted to it, and are payable 
to the holder of the Certificate on demand. In effect, a 
Certificate of Deposit differs little from a Certified Check. 

Banks, as a rule, pay Interest on money covered by Cer- 
tificates of Deposit, provided it is left with them for a full 
interest-period, usually six months. This Interest is either paid 
in Cash, or is added to the customer's checking-account. In 
case that he so desires, a new Certificate may be issued to him 
for the amount (principal plus interest) of the old one. 

Ordinary or Personal Check. 



Briceville National Bank 



m^-^ 



'''yay^UA:fy 



' ^. )^^y. tv/^4^ 
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,4^ 
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New York Draft. 



Nn ^^ Bncevillc. P* , j^ /f - 40 



Briceville National Bank 
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To CHASE NATIONAL BANK, 

NBW YOKK, N. Y. 
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Chicago Draft, 



Nq. ui 



Wabash. Ind.. ^^^ 7 1Q 



Citizens Bank of Wabash 



pay d^e.. ^ 1 '>H^^..u^ 



or Order, 



/Cc-'i^^jU^z ^ Jl^ 



To PRAIRIE STATE BANK. 

CMCAOO, ILUNOia. 



^^ DoUaa. $ ^;L, / / . 



Certified Check, 
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Certificate of Deposit, 



Briceville, Pa.,. 
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Briceville National Bank 



i payable to. 
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Part Second. 

SET I. 

AFTER having studied what has been said in Part I con- 
cerning the Science of Accounts and the principles upon 
which it is based, the student of Bookkeeping will have 
little trouble in understanding the forms which we will now 
show for recording transactions. 

Set I covers a period of two months. This is deemed amply 
sufficient not only to illustrate fully the method according to 
which the entries are made, but also to provide ample repetition 
of similar transactions to secure fairly representative accounts. 
The transactions for January are written out in full, and will 
serve as a model for writing up those for February. W here it 
is deemed necessary, explanation is given concerning the entry 
made. 

Books Used. — ^In writing up the Set according to this first 
method, the Journal, Cash Book, and Ledger, are used as Prin- 
cipal Books, the two first-mentioned being combined. The 
memoranda of transactions, as given on a subsequent page, con- 
stitute the Day Book, and show how it would appear (except 
for the ruling) if kept separately. These memoranda, it will 
be noticed, are simply records of facts, and indicate what has 
taken place. If made as the transactions occur, with the inten- 
tion of transcribing them on the regular books as opportunity 
allows, they may be written in pencil, in a cheap book witi 
manilla covers. They are then transferred to the Cash-Journal 
whenever convenient, and as each is transferred it is checked off 
(v). Where no separate Day Book is kept, the entries are of 
course made in the Cash-Journal at once, the explanation 
accompanying each journalization constituting the Day Book. 

The form used for the Cash-Journal in this Set is very 
simple. Only one page is used at a time, and each entry con- 
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fined to one line. When Cash is received, the name of the 
account for which it is received is written in the space for the 
Ledger-title, followed by the proper explanation, and the 
amount placed into the first or debit column. This is equivalent 

to making a Journal entry of "Cash, To ," in which Cash is 

debited and some other account is credited. When Cash is paid 
out, the name of the account for which it is paid is written in 
the space for the Ledger-title, followed by the proper explana- 
tion, and the amoimt placed into the second or credit column. 

This is equivalent to making a Journal entry of " , To 

Cash," in which some account is debited and Cash is credited. 
Entering the transactions in this way renders it unnecessary to 
write the word "Cash" as a part of the journalization, and 
since nearly all the transactions to be recorded in a set of church 
books involve the receipt or expenditure of Cash, the time and 
space saved are both considerable. In transactions, therefore, 
in which Cash is received or paid out, whilst the other Ledger- 
titles are mentioned. Cash as a Ledger-title is not mentioned at 
all; the fact of its being debited or credited is indicated by 
placing the amoimt into the first column if it was received, and 
into the second column if it was paid out. Should a transaction 
occur in which Cash is neither received nor paid, we enter it by 
placing the debit and credit Ledger-titles on successive lines, 
with the amounts for the debits in the second column, and those 
for the credits in \he first. 

The Cash-Journal constitutes the Cash Account, all the 
receipts of Cash being shown in the debit, and all the expen- 
ditures in the credit column. The difference between the two 
columns is the Balance, or Amount of Cash on hand. In those 
transactions in which Cash is neither received nor expended, an 
equal amoimt is placed into each of the two columns. This in- 
creases both by the same amount, but does not change the 
difference between them. No Account with Cash is kept in the 
Ledger. For this reason, when the items have been posted to 
their respective titles, the two sides of the Ledger will not 
balance. Therefore when taking a Trial Balance, the Balance of 
Cash as shown by the Cash-Journal must be added to the debit 
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side of the Trial Balance in order to complete it. The totals 
must then be equal. 

The Cash-Journal is balanced at the foot of each page. 
It might just as well be balanced at the end of each week, or 
of each month . The practice here followed is preferred by some 
because it renders the carrying forward of footings from page 
to page unnecessary, and reduces the liability of error by pre- 
venting the amounts to be handled from becoming unwieldy. 

In studying the form and sequence of entries as shown in 
the models, proceed slowly and take notice of all particulars. 
Read the Day Book memorandum first, and then see how the 
transaction is journalized and entered. In most blank books as 
supplied by stationers, there are but two ruled lines (not three) 
at the left of the page. In this case the space between these 
lines should be reserved for the Ledger Folio which is inserted 
when the item is posted, and the date (both month and day) 
written in the space to the left of this folio column. Some 
bookkeepers prefer to rule in an extra line, and then write the 
month in the first space, the day of the month in the second, 
and the Ledger Folio in the third. (See Model of Journal 
Cash-Book.) 

The Set commences with a condensed Statement of the 
parish affairs, as a basis for the opening entries. 

(Note. — The student is advised to write out the entire set 
-Cash-Journal and Ledger — ^following the illustration until 



familiar with the method used. After that let him proceed 
independently of the book, referring to it only when in doubt 
as to how to proceed.) 
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MEMORANDA OF TRANSACTIONS. 

Jan. 1 — ^The last Financial report shows the following: 

Cash on hand $83.48; on deposit in the First National 
Bank $653.19 (1) *, for $400 of which I hold the Bank's 
Certificate of Deposit dated August 21st last, with Interest 
at 3% payable semi-annually. The church holds a Loan 
of $500, received October 12th last, from Samuel Hopkins, 
and another for $300, received November 4th last, from 
Mrs. John Bailey. For each of these Loans a promissory 
Note, payable on demand after ten days' notice, with Inter- 
est at 4%, has been issued. The Interest is payable in 
January, April, July, and October. There is also outstand- 
ing a Mortgage Payable of $850, part of the first cost of 
the Cemetery. This Mortgage is dated February 5th last, 
and bears Interest at 5% (2). 

Jan. 1— Received for Pew Rent $43.80— Penny Collection $7.86 
—For Candles sold $1.35 (3). 

Jan. 2 — Paid the Interest due on Loans to January 1st: To 
S. Hopkins for 81 days, $4.50, and to Mrs. Bailey for 58 
days, $1.93 (4) — Paid Gas Bill for December, church 
$3.52, parsonage $1.64, school $1.28— Paid organist $25 
(Check No. 24), teacher $35 (Check No. 25) (5). 

Jan. 3 — Received Loan from George Miller $250. Gave him 
Note No. 16, bearing Interest at 4%, payable as above (6). 
—Paid for Coal, church account, $14.60 — ^Received for 
adult's grave $10 — Paid expressage 40c (7) — ^Paid sex- 
ton's wages for past week $11.25 (8) — (Deposited in Bank 
$300) (9). 

Jan. 5 — Yesterday's receipts for Pew Rent $22.40, Penny Col- 
lection $9.27, Ushers' Collection $8.40, Altar Society (Mrs. 
Nolan) $6.25. 

Jan. 6 — Paid for sundry repairs in sacristy $8.75 (Check No. 
26)— Received for cemetery lot 17, block B, $42; for 
child's grave $5 — Paid for Christmas flowers and plants 
$3.60 (Check No. 27) (10). 

*See explanation, under corresponding number, on subsequent page. 
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Jan. 7— Received from Poor Box $2.38— Pew Rent $»— Can- 
dles, etc., sold $1.30 — Gave Alms 50c (7) — Paid for Books 
and School Supplies $43.70 (Check No. 28). 

Jan. 8 — Paid for repairs on buggy $3.85; for shoeing horse 
$2.40 — Received for religious articles sold $1.50 — Altar 
Society (Mrs. Baker) $4.75. 

Jan. 9 — Paid by New York Draft for Vestment and Altar 
Linens $42 (11). Gave Check No. 29 for the amount plus 
15c exchange — Gave alms 75c — Paid for sanctuary oil 
$4.35 (Check No. 30)— Paid sexton $11.25. 

Jan. 10 — Received for cemetery lot 4, block E,- $36 — Received 
from teacher for books and stationery sold $21.65— Paid 
for 500 stamped envelopes $10.63, for stationery $1.35. 

Jan. 12 — Yesterday's receipts for Pew Rent $26.50, Penny Col- 
lection $8.47, Ushers $9.10, Altar Society (Miss Carr) 
$4.60— (Deposited in Bank $150) (9). 

Jan. 13 — ^Received for rehgious articles sold 85c (3) — ^Received 
for Rent of School Hall from St. Monica's Society for Jan- 
uary $3 — ^Donation for school $10. 

Jan. 14— Paid for new Missal $14 (Check No. 31) (10)-"Re- 
ceived for cemetery lot 3, block C, $21 — Gave alms 50c. 

Jan. 15 — ^Received from teacher for books sold $16.80 — ^Re- 
ceived for adult's grave $10 — Gave alms $1.50 (Deposited 
in Bank $100). 

Jan. 16 — Paid for sweeping church $1.50 — Received for Rent 
of School Hall from Knights of Columbus for January $3 
—Pew Rent $2.50. 

Jan. 17 — Paid Mr. Thompson for repairing church-roof $9.75 
(Check No. 32)— Received Pew Rent $6— Paid Taxes on 
church property $63.95 (Check No. 33) (12)— Paid sexton 
$11.25. 

Jan. 19 — Yesterday's receipts for Pew Rent $76.80, Penny Col- 
lection $8.43, Ushers $8.70, Orphans' Collection $85.60 

(13). 
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Jan. 20 — Paid for horse-feed $3.50 — Received from Poor Box 
$2.12 — Received for Candles, etc., sold $1.65 (Deposited 
in Bank $150). 

Jan. 21 — ^Paid grocery bill for a poor family $2.78 — ^Received 
for lot 7, block B, $30— Altar Society (Miss Bailey) $3.55. 

Jan. 22 — ^Received from teacher for books sold $15.90 — Paid 
for hymn-books for use of choir $6.50 — Candles sold 80c. 

Jan. 23— Paid for matting $63.40 (Check No. 34)— Received 
for Pew Rent $8 — ^Renewed Insurance on rectory and paid 
Premium for 3 years, $115 (Check No. 35) (12) — Received 
donation for school $5. 

Jan. 24 — Paid sexton $11.25 — Received for child's grave $5 — 
For Pew Rent $9.50— Sent Orphans' Collection, $85.60, to 
Rev. ChanceUor (Check No. 36) (13). 

Jan. 26 — Yesterday's receipts for Pew Rent $91, Penny Collec- 
tion $10.26, Ushers $9.40. 

Jan. 27— Received for Altar Society (Miss Carey) $2.85— Sold 
cemetery lot 5, block B, $30 — Paid for Candles and Altar 
Supplies $37.82 (Check No. 37) — Paid for repairs of ceme- 
tery fence $7.90. 

Jan. 28 — ^Received for Pew Rent $5 — Paid expressage on Can- 
dles $1.15 — ^Received for single grave $10 (Deposited in 
Bank $140). 

Jan. 29 — Gave alms 50c — Received from teacher for school 
supplies sold $8.65 — Candles sold $2.45. 

Jan. 30— Received for Pew Rent $3.50— Altar Society (Mrs. 
Baker) $6.25, (Miss Carr) $4.95— Received for one adult's 
and one child's grave $15. 

Jan. 31 — ^Paid sexton $11.25 — Organist for January $25 (Check 
No. 38)— Teacher for January $35 (Check No. 39). 
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EXPLANATORY REMARKS. 

(1) The Cash-Book is opened with an entry stating the 
Amount, or Balance, of Cash on hand. Cash in the Bank is 
considered the same as if it were on hand, because equally 
available. Add the two amounts, and make one entry for 
the sum. 

(2) This is a memorandum only, and is not to be entered 
in the Cash-Journal. It is mentioned here because the exis- 
tence of these Loans must be known to the bookkeeper. The 
Notes given for the Loans are recorded in the Bill Book as illus- 
trated on another page, and the Journal entries which their 
issuance called for were made at that time. 

(3) This item is credited to the "Church Account", to 
which outlays for candles and similar church supplies are 
charged. It serves to reduce the gross cost. The necessity of 
entering small sums received in this way for candles or other 
religious articles sold, can be easily avoided. If put into a box 
by themselves, or entered upon a slip of paper kept in the case 
containing the articles, one entry can be made from time to 
time as desired for the total. 

(4) By reference to the memorandum under date of 
January 1st which makes mention of these Loans, it will be seen 
that the $500 from S. Hopkins were received on October 12th 
last. Interest is now to be paid for tlie intervening time. 
Actual days are counted, according to the method explained in 
Part I, as follows: 

From Oct. 12th to Nov. 12th = 81 days; 
" Nov. 12th to Dec. 12th = 80 " 
" Dec. 12th to Jan. 12th = 81 " 

Together, 92 days. 
Go back to Jan. 1st, 11 *' 

Leaves, 81 days. 
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The $300 loaned from Mrs. Bailey, were received on No- 
vember 4th. Reckoning the time in the same way, we say : 

From Nov. 4th to Dec. 4th = 30 days; 
" Dec. 4th to Jan. 4th = 31 " 

Together, 61 days. 
Go back to Jan. 1st, 3 " 

Leaves, 58 days. 

The Interest on each siun is fomid according to the 6% 
method explained in Part III. For S. Hopkins: 

5.00 = the Interest for 60 days @ 6% 

1.66% = " " " 20 " @ 6% 

.OSH = " " " 1 « @ 6% 



6.75 = " " " 81 " @ 6% 

Dividing by 8, 2.25 = " " " 81 " @ 2% 

$4.50 = " " " 81 " @ 4% 

For Mrs. Bailey: 

3.00 = the Interest for 60 days @ 6% 
.10 = " " " 2 " @ 6% 

2.90 = " " " 58 " @ 6% 

Dividing by 8, .97 = " " " 58 " @ 2% 

$1.98 = " " " 58 " @ 4% 

(5) Charge the organist's salary to "Choir Expenses", 
the teacher's to "School Account". Where payment is made 
by Check, the number of the Check is given as a part of the 
memorandum, and should be entered with the explanation in 
the Cash-Journal. This makes an easy reference to the Check 
Book possible should it ever become necessary to trace any of 
them. Such references from one book to another are fre- 
quently a great help in tracing any particular transaction, in 
locating and following up an error, etc. 

(6) The "Bills Payable Account" represents the Notes 
issued for money loaned, and in the Annual Report is placed 
under "Church Debt". This Ledger Account is already 
credited with the two Bills Payable issued some months ago, as 
per memorandum of the 1st inst. 
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(7) Small outlays of this kind need not be entered singly. 
If a certain amount of Cash is kept separate from the rest and 
petty expenses like this one paid therefrom, an entry for them 
can be made at stated intervals. 

(8) Keep a separate account with "Sexton", because his 
wages are paid him from week to week, and because the amoimt 
which he receives is to be mentioned specially in the Annual 
Report. If journalized and posted under "Church Account", 
the individual payments would be scattered among other items 
of church expense and could not be as readily added as they 
can be if posted imder their own title. 

(9) No entry is made in the Cash-Journal when money 
is dej)osited in the Bank, for the reason given in explanation 
imder No. 1. The deposits made are mentioned as they 
occurred, in order to enable the student to keep the Bank 
Account on the stubs of the Check Book should he so desire. 

(10) This expense is charged to "Altar Society" because 
the money received from this source is intended for such 
purposes. 

(11) This outlay for Vestments and Altar Linens is here 
considered an "ordinary expense", the same as outlays for can- 
dles, and is therefore charged to the "Church Accoimt". If 
considered an "extraordinary expense", it would have to be 
included, in the Annual Report, with "Repairs and Improve- 
ments" or with "Church Furniture," and it cannot well be 
classified as either. 

(12) This item will have to be. mentioned separately in 
the Annual Statement, and it is therefore posted to a separate 
accoimt which we will call "Interest, Taxes and Insurance". 

(13) Use "Special Collections" as the Ledger title for this 
item. See explanation under that heading on a previous page. 

(14) Open an account with "Furniture and Fixtures", 
and use for expenses of this nature. 
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BOOKKEEPING FOR PARISH PRIESTS. 

JOURNAL CASH-BOOK.* 

ST. JOHN'S CHURCH, BRICEVILLE, PA. 



Date* 


t 




Ledger Title* 


Explanation* 


Receipts 


Expel 


Lses 


19— 




LF. 














Jan. 


1 




To Balance, 


Bank 663.19, on hand 83.48 


736 


67 










2 


" Pew Rent, 


Received today 


43 


80 










k 


" Penny ColVn, 


tt (C 


7 


86 










1 


" Church Acc% 


Rec'dfor candles sold 


1 


36 








2 


6 


By Interest, 


S. Hopkins, 81 da. @ J^% 
Mrs. Bailey, 68 da. @ 4% 






4 


60 






5 


" Interest, 






1 


93 






1 


" Church AccX 


Gas: Ch. 3.62, House 1.6j^ 






6 


16 






8 


" School AccX 


Pd. Gas Bills 






1 


28 






k 


" Choir Exp., 


Organist's salary ( Ch. No. 2j^) 






26 








8 


*' School Acc% 


Teacher's salary ( Ch, No. 26) 






36 






3 


6 


To Bills Pay., 


Note No. 16 to Geo. Miller 


260 












1 


By Church AccH, 


Paid for coal 






14 


60 






9 


To Cem*y Acc% 


Rec'dfor adult's grave 


10 












1 


By Church AccH, 


Paid expressage 








40 






2 


" Sexton, 


Paid him to date 






11 


25 




6 


2 


To Pew Rent, 


Received yesterday 


22 


40 










^ 


" Penny ColVn, 


<< tt 


9 


27 










3 


" Usher's Coll., 


tt tt 


8 


40 










7 


" Altar Soc'y, 


Rec'd(Mrs. Nolan) 


6 


26 








6 


3 
9 
9 


By Rep. & Imp., 

To Cem'y AccH, 

" Cem'yAccX 


Rep. in Sacristy, Ch. No. 26 
Sold lot 17, bl. B 
Rec'dfor child's grave 


42 
6 




8 


75 






7 


By Altar Soc'y, 


Xmas plants, Ch. No. 27 






3 


60 




7 


1 

2 


To Church Acc't, 
" Pew Rent, 


From Poor- Box 
Received today 


2 
3 


38 










1 


" Church Acc't, 


Rec'dfor candles, etc. 


1 


30 










1 


By Church Acc*t, 


Gave alms 








60 






8 


" School Acc*t, 


Books & Supplies, Ch. No. 28 






43 


70 






1 


" Church Acc% 


Rep., buggy 3.86, horse 2.4-0 






6 


25 






1 


To Church Acc*t, 


Rec'dfor candles, etc. 


1 


60 










7 


" Altar Soc'y, 


Rec'dfrom Mrs, Baker 


4 


76 








9 


1 


By Church Acc't, 


Vestment, etc., Ch. No. 29 






42 


15 






1 


" Church Acc't, 


Alms 76c, Oil 4.36, Ch. No. 3C 






6 


10 






2 


" Sexton, 


Wages to date 






11 


25 




10 


9 


To Cem'y Acc't, 


For lot 4y bl. E 


86 












8 


" School Acc't, 


For books, etc., sold 


21 


66 










1 


By Church Acc't, 


Envel. 10.63, stat'y 1,36 






11 


98 




12 


2 


To Pew Rent, 


Received yesterday 


26 


60 










^ 


" Penny Coll'n, 


tt tt 


8 


47 










3 


" Usher's Coll., 


tt tt 


9 


10 










7 


" Altar Soc'y, 


From Miss Carr 


4 


60 








13 


1 
8 
8 


" Church Acc't, 
" School Acc't, 
" School Acc't, 


For relig. articles 

Rent from St. Monica's Soc, 

Donation 


3 
10 


86 








U 


7 
9 


By Altar Soc'y, 
To Cem'y Acc't, 

By Balance y 


For new missal 
Lot S, bl, C 


21 


10 


14 

1,050 


70 




1,297 


1 1,297 


10 



*These headings are explanatory only, and are not to be written by 
the student. Write the name of the church and the name of the place where 
located at the top of each page. 
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JOURNAL CASH-BOOK. 

ST. JOHN'S CHURCH, BRICEVILLE, PA. 

Receipts Espec 



Dale 




Ledger Title 


Eipla 


Jan. ( 


i 


To Balance, 


Bank 




1 


By Church Acc'l 


Gate 


I 


5 8 


To School AccX 


Forb, 




9 


" Cem'yAcc't, 


For a, 




1 


By Church Aec't 
'' Church Acc'l 


Gate. 


I 


6 1 


Pd.fi 




8 


To School Acc't, 


Rentj 




S 


•• Pete Rent, 


Recei 


I 


7 3 


By Rep. iilmp.. 


Repax 




e 


To Pe^ Rent. 


Recev 




6 


By Taxe., 


Fore, 




s 


" Sexton, 


Wage. 


1 


9 S 


To Pew Rent, 


Rccei, 




i 


'• Penny CoU'n 






S 


" V,hcTs' Coll. 






10 


" Special Coll., 
By CAurtA Acc't 


Rec'd 


S 


1 


Pd.f< 




1 


To Church Acc-t 


Rec'd 




1 


'• Church Acc'l 


Rec'd 


8 


1 1 


By Church Acc'l 


Pd.g> 




9 


To Cem-y Acc'l, 


Lot 7 




7 


" Altar Soc'y, 


From 


8 


g 8 


" School Acc'l, 


Forbt 




i 


By Choir Exp., 


Pd.ft 




1 


To Church Acc'l 


Fore, 


S 


S 3 


By Rep. & Imp., 


Nev,-, 




S 


To Pew Rent. 


Receix 




5 


By Insurance, 


Rectoi 




8 


To School Acc't, 


Donat 


H 


k 2 


By Sexton, 


Pd.w 




9 


To Cem'y Acc't, 


Ford 




8 


" Pew Rem, 


Receix 




10 


By Special Coll., 


Orph. 


3 


6 2 


To Pew Rent, 


Receu 




i 


" Penny ColFn 






3 


" Ushers' CoU. 




S 


7 7 


" Altar Soc'y, 


From 




9 


" Cem'y Acc't, 


Lots, 






By Church Acc't 


Pd.fc 




9 


" Cem'y Acc't, 


Paid, 


S 


8 2 


To Pew Rent, 


Receit 




1 


By Church Acc'l 


Expri 




9 


To Cem'y Acc't, 


ForH 


2 


9 I 


By Church Acc'l 


Gatei 




S 


To School Aec'l, 


For be 




1 


" Church Acc't, 


For CO 






By Hoh'irc. 







70 




50 




80 


1 

1 


60 
60 




60 










9 


76 






6S 


96 






11 


85 




80 








iS 








70 








60 










3 


60 




IS 








65 










S 


78 




65 








90 










6 


SO 




80 










63 


iO 






116 








11 


ss 




SO 










86 


60 




26 








iO 








86 










37 


82 






7 

I 


90 
IS 
60 




66 








i6 


I im 


SI 




66' 


1,519 


—6 
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JOURNAL CASH-BOOK. 

ST. JOHN'S CHURCH, BRICEVILLE, PA. 



Date 



Ledger Title 



Explanation 



Receipts Expenses 



19— 




L.FJ 














Jan. 


30 




To Balance, 


Bank 9^.12, on hand 164.69 


1,095 


81 










2 


" Pew Rent, 


Received today 


3 


60 










7 


" Altar Soc*y, 


Baker 6.25, Carr J^.95 


11 


20 










9 


" Cem'y Acc% 


1 adult* 8 & 1 child* 8 grave 


16 










31 


2 

h 
8 


By Sexton, 
" Choir Exp., 
" School AccX 


Wages to date 

Pd, organist ( Ch. No. 38) 

Pd, teacher ( Ch. No. 39) 






11 

26 
36 


25 



POSTING. 

Posting has been defined as the process of transferring the 
debits and credits from the various Principal Books and col- 
lecting them under their respective titles or headings in the 
Ledger. In business, this should be done at frequent intervals, 
. so that the accounts, especially accounts with persons, may show 
at any time all transactions by which they have been affected. 
In a set of church books, items are j)osted whenever it is con- 
venient. A careful and systematic bookkeeper, however, will 
post regularly — ^when a page of the Cash-Journal is filled, or 
once or twice a month. Longer intervals than one month 
should not be allowed to pass between j)ostings because of the 
monthly Trial Balances which ought to be made with unfailing 
regularity. In Set I the items are not to be posted until the 
Cash-Journal for January is completed. 

As regards the ruling of the Ledger as commonly used for 
business accounts, it may be said that it is somewhat imprac- 
tical for such accounts in a parish Ledger as are always affected 
on one or the other side, like Choir Expense, Pew Rent, and 
others. If such accoimts are opened in the usual way, by writ- 
ing the Ledger-title across the top, and items posted all to one 
side or the other as they should be; it results in a loss of much 
space, whilst the accoimt itself does not look well, with one or 
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the other side entirely blank. To avoid this, some accountants 
make use of both sides of the Ledger-page even for such ac- 
counts as are always debited or always credited, using the debit 
side first, and then continuing on the credit side of the same 
page. This practice is hable to result in confusion, however, 
and cause mistakes when the periodic statements are being pre- 
pared. A better way to utilize the space seems to be to place 
two accoimts side by side, using the left hand or debit half for 
accounts like "Repairs and Improvements", or "Choir Ex- 
penses", which are always debited, and the right hand or credit 
half for accounts like "Pew Rent", or "Penny Collections", 
which are always credited. 

Instead of the ordinary, permanently boimd. Ledger of 
from 250 to 500 pages, the author very strongly recommends to 
parish priests the so-called "Loose Leaf" Ledger as decidedly 
the most practical and convenient for their parish accounts. 
This style of Ledger is being extensively adopted by book- 
keepers generally. The leaves are held together by a special 
binder, and can be inserted, removed, or re-arranged at will. A 
sheet having from thirty to forty lines to a page will ordinarily 
suffice for most church accoimts for one year. In cases where 
a certain accoimt requires more si>ace than has been at first 
allotted it, the insertion of an additional page is the work of 
but a moment. With a Loose I^eaf Ledger, a very practical 
way to do would be to open new accoimts at the beginning of 
of each year, transferring those of the previous year, properly 
closed, to the rear of the binder. This puts the filled pages out 
of the way (those in use being always in the front of the book), 
but keeps them at all times readily available for reference. 
When all the sheets contained in the binder have been succes- 
sively used and successively transferred, they will once more be 
in regular chronological order throughout the book. 

Our illustration shows a binder for loose Ledger pages such 
as we recommend. It is provided with a lock and when closed 
holds the leaves as firmly as a boimd book. Unlocked, it per- 
mits the insertion or removal of one or more leaves from any 
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part of the book. It opens out fl^t, giving a straight and level 
writing surface. 

The leaves are held by metal posts, so constructed that 
sections may be screwed on to them, thus enlarging the capacity 



of the binder. These sections come in half-inch lengths, each 
section as added providing space for 50 additional leaves. The 
illustration shows a Ledger with one inch posts, therefore one 
containing 100 leaves, 

DIRECTIONS FOR POSTING JANUARY. 

The following directions will serve to guide those who have 
written out the Cash-Journal for January on accoimt of the 
practice which it affords, and are now ready to post the trans- 
actions. Three sheets of Ledger-paper will provide ample 
space for all the I^edger Accounts of Set I *. ^^ 'rite on the out- 
side front cover, "Ledger — Set I" and, if necessary, folio the 
pages from 1 to 12. 

Accoxmts are now to be opened as called for by the Ledger- 
titles in the Cash-Jotmial, and all items are to be transferred, 
i. e., posted to the accoimt to which each belongs. Do not open 



Price ol blanks, 10c. each. 
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the accounts in the same order in which they happen to follow 
in the Cash-Journal. Rather, arrange them according to some 
method, keeping together those that are in some way related. 

Open the "Church Account" on top of page 1 ; "Sexton" 
and "Pew Rent" side by side on page '2; "Repairs and Im- 
provements" and *TJshers' Collections" side by side on page 3; 
"Choir Expense" and "Penny Collections" side by side on page 
4; "Interest, Taxes, and Insurance" on page 5; "Bills Pay- 
able" on page 6; "Altar Society" on page 7; "School Ac- 
count" on page 8; "Cemetery Account" on page 9; "Special 
Collections" on page 10. As to the placing of these Ledger 
titles, see Model. 

The "Church Account", "Cemetery Account", and "Bills 
Payable Account", in the old Ledger, show Balances, as per 
memorandum of Jan. 1st, and these Balances must be trans- 
ferred to the new accoimts as they are opened. 

In the "Church Accoimt", on the first line,^ debit side, write 
''Jan. 1—To Balance— $63. 33'\ 

In the "Cemetery Account", on the first line, debit side, 
write "Jan. 1—To Balance— $850'\ 

In the "Bills Payable Account", on the credit side, write 
on the first line ''Jan 1 — By Cemetery — $850'\ on the second 
line "By Note No. U—$50ff\ and on the third line "By Note 
No. 15—$300'\ (See these accounts on pp. 59, 60 and 61.) 
When these Balances have been entered, the Ledger is in proper 
shape to receive the January items, and you may begin to post 
them. 

Remember that Cash is the corresponding debit or credit in 
each journalization. Therefore, when posting, whenever Cash 
was received (debited), the corresponding Ledger account must 
be credited; whereas, when Cash was paid out (credited), the 
corresponding Ledger account must be debited. Another way 
of saying the same thing is: post all the amounts from the first 
or debit column of the Cash-Journal to the credit side of the 
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respective accounts in the Ledger, and all the amounts in the 
second or credit column of the Cash-Journal to the debit side 
of the respective accounts in the Ledger. 

Finally, be sure to place the Ledger-folio in the column to 
the left of each Ledger-title in the Cash-Journal as soon as the 
amount opposite it is posted. If this is done, the work of post- 
ing may be interrupted at any time, and resumed without the 
slightest confusion or doubt as to what is and what is not posted. 
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JANUARY LEDGER.' Sell. 



Church Account. 



Date 






Debits Date 




Explanation J.F. 


Cre 


Jits 


19— 




















Jan. 


1 


To Balance 






1 


By CandU, 
'^ Foot Box 










t 


" Oa, BilU 






7 




f 


HH 




3 

7 


" Coal 

" Expreiiage 






8 
1.1 


" Candle* 

" Rel. ArtUle, 




1 
1 


SO 
60 

H5 




S 
9 


'• Buny Hep'd 

" Veitment,etc. 
" Almi&Oil 






20 


" Poor Box 
;; CandU, 


9. 


1 


m 

66 

m 




It. 


" Stamp, &Sta. 






K 




n 


i 


kH 
























16 


" Aim, 


















in 




















SI 








































KV 


" Candle* 


















» 




ft 




















s 















2 




Sexton. 












Pew Rent. 








19— 
























Jan. 




To Wage, 






gn 


Jan. 


J 


Bs A'mt Rte-d 


r 


a 


80 












U 




/ 








9f>. 


W 












W.l 




'. 






) 


.' 






Si 








K.i 




if, 






i 


j-f 


M 




SI 








U 




16 
17 
19 
S3 
Si 
26 
S8 
SO 


:: :: 




a 
s 
s 
e 
s 
s 
s 

3 


£ 
6 

76 
fi 
9 

91 
6 
3 


50 
80 
SO 

SO 



RepalTB and Improvements. 



Usher's Collections. 



To Rep. in Sacr'y 
" Rep. Ck. roof 
" Matting 



60 
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Choir Expense. 



Penny Collections. 



Date Explanation 



J.F. Debits Date Explanation 



J.F. Credits 



19— 












19— 














Jan. 


2 


To Organist, Dec. 


1 


25 




Jan. 


1 


By 


Am*t Rec'd 


1 


7 


86 




22 


" Hymn-hooks 


2 


6 


50 




5 


(( 


(< (( 


1 


9 


27 




31 


" Organist, Jan. 


3 


25 






12 


<( 


<< «< 


1 


8 


k7 










66 


50 




19 
26 






2 
2 


8 
10 


26 
























44 


29 



Interest, Taxes and Insurance. 



19- 



Jan. 



2 

17 
23 



To Int. Note No. IJk 
" Int. Note No. 15 
" Taxes 
** Insurance 



1 


4 


50 






1 


1 


93 






2 


63 


95 






2 


115 

185 


38 







Bills Payable. 









19— 
Jan. 


1 
3 



By Cemetery 
Note No. 14. 
Note No. 15 
Note No. 16 



it 



it 



(< 



850 
500 
300 
250 

1900 



Altar Society. 



19— 












19— 












Jan. 


6 


To Xmas Plants 


1 


3 


60 


Jan. 


5 


By Mrs. Nolan 


1 


6 


25 




H 


" Missal 


1 


U 






8 


" Mrs. Baker 


1 


k 


75 










17 


60 




12 
21 

27 
30 


** Miss Carr 
" Miss Bailey 
" Mrs. Carey 
" Baker & Carr 


1 

2 
2 

2 


k 
3 

2 

11 

33 


60 

55 

85 

20 
20 
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8 
Date 



School Account. 



Explanation J.F. Debits Date 



Explanation J.F. Credits 



19— 












19— 










— — 


Jan. 


2 


To Gas Bill 


1 


1 


28 


Jan. 


10 


By Books sold 


1 


21 


65 






" Teacher's Sal. 


1 


35 






13 


" Rent,Donat'n 


1 


13 






7 


" Books, etc. 


1 


k3 


70 




15 


" Books sold 


2 


16 


80 




31 


" Teacher's Sal. 


3 


35 






16 


" Rent 


2 


3 












114 


98 




22 
23 


" Books sold 
" Donation 


2 
2 


15 
5 


90 


« 














29 


" Books sold 


2 


8 

84 


65 

00 



Cemetery Account. 



19— 
Jan. 






1 

27 



To Balance 
" Rep. Fence 









19— 






850 




Jan. 


3 


2 


7 

857 


90 
90 




6 

10 

U 
15 
21 

27 
28 
30 



By adult's gr. 
Lot 17, hi. B 
child's gr. 
Lot J^, hi. E 
Lot 3, hi. C 
adult's gr. 
Lot 7, hi. B 
child's gr. 
Lot 5, hi. B 
adult's gr. 
two graves 



(< 
(< 
<< 
(« 
it 
(< 
(< 
<< 
«« 
it 





10 




kS 




5 




36 




21 


2 


10 


2 


30 


2 


5 


2 


30 


2 


10 


2 


15 




214 



10 



Special Collections. 



19— 
Jan. 



2h 



To Orphans' CoL 



2 



85 



60 



19— 
Jan. 



19 



By Orphans' CoL 



2 



85 



60 
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THE TRIAL BALANCE. 

When all the the items of the month are posted, a Trial Bal- 
ance of the Ledger should be taken, in order to assure ones-self 
of its correctness. In other words, a test should be made to 
ascertain whether or not the Ledger is in balance. For, since 
the debit and credit amoimts in each entry were equal to each 
other, the sum of all the debits must be equal to the sum of all 
the credits now that they are transferred. To show whether 
this is the case or not, is the object and purpose of the Trial 
Balance. It is, of course, possible to make errors in posting 
which will not affect the equality of the two sides, and therefore 
not throw the Ledger out of balance; for example, posting 
an amoimt to the proper side, but under a wrong heading. 
Hence, even the test which a Trial Balance affords is not an 
absolute assurance of correctness. However, if the footings of 
the Trial Balance are equal to each other, this fact is considered 
fairly conclusive evidence that the Ledger is correct. 

When about to take a Trial Balance, proceed as follows: 
First, foot each Ledger Account, placing the total in small pencil 
figures close under the last item. Secondly, transfer these totals 
to a sheet of loose paper, placing them opposite the Ledger- 
titles to which they belong, and in their proper column. Thirdly, 
ascertain the Balance of Cash as shown by the Cash-Journal, 
and place this Balance in the debit column of the Trial Balance. 
Finally, foot the two columns. If they balance, make a clean 
copy on a page of the Ledger,* or in a Trial Balance and 
Statement Book kept for the purpose, and file for reference and 
use when the Annual Statement is to be compiled. 

Whilst the footings of the Trial Balance must be equal to 
each other if everything is as it should be, much trouble is 
sometimes experienced before this necessary result is obtained. 
In case of a disagreement between the footings, the following 
Rules will be of service in locating the error: 



*The student writing out this Set may place it on page 11. 
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I. Ascertain the amount of the error by taking the ditfer- 
«iee between the two totals as shown by the Trial Balance. If 
this difference is an amount like $1, $10, $100, or $1,000, it is 
probably an error of addition. If it is an amount divisible by 
9, it is probably the result of a traD^K>sition of figures, made 
when transfeixing the totals from the Ledger, like writing 
$163.45 for $136.54. Make sure, also, that an item equal to the 
error, or an item equal to one-half of it, has not been omitted 
in posting, or posted to the wrong side. 

n. Carefully go over all additions once more, first in the 
Trial Balance itself, and then in the Ledger, and see that the 
totals have been correctly transferred. 

ni. If the error is not yet found, there remains nothing 
else to do but to check off each item in both the Cash-Journal 
and the Ledger, in order to verify the correctness of each post- 
ing. This is a tedious piece of work, but will surely result in 
bringing the error to light. 

Januarj' Trial Balance and Statement. 



L.F. 




L.F. 






CkuTch Acc't 


1 


Church Acc-l 




Sexton 


S 


Pete Rent 




lUp.andlmpT. 


3 


Uther,' Col. 




Choir Expin,e 


i 


Penny Col. 




lnt.,TaxeiandIni. 




Bill, PayabU 




Altar Sonely 


7 


AUar Society 


8 


School Acc't 


8 


School Acc-t 


9 


Ctmetery Ace't 


9 


Cemetery Acc't 


10 


Orphans- Col. 
Ca>h, ptr C. J. 


10 


Orphan,' Col. 



Note. — Instead of a Trial Balance like the foregoing (showing the 

total footing, of all the Ledger accounts), a Trial Balance showing the dif- 
ference,, omitting those accounts that balance, may be made; and if the 
two sides toot up equally, this form gives the same assurance of the Ledger's 
correctness as the other. In as tar as Church Accounts are concerned, 
however, the Trial Balance by total,, listing all accounts, is to be preferred, 
because more comprehensive and possessing the features of a "Statement." 
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TRANSACTIONS FOR FEBRUARY. 

A careful study of the Cash Journal for January will 
have made the student of Bookkeeping fairly familiar with 
the principles of journalization as involved in the simple trans- 
actions which have been recorded. Further opportimity for 
practice in the application of these principles will be provided 
by the "Memoranda of Transactions for February", which the 
earnest student is advised to journalize and write out in accord- 
ance with the January model. 

Feb. 2— Yesterday's receipts for Pew Rent $62.50, Penny Col- 
lection $7.16, Ushers $6.90, Altar Society (Miss Bailey) 
$3.85 — ^Received for sundry religious articles sold $6.70. 

Feb. 3— Paid Gas Bill for church $3.21, for rectory $1.95, for 
school $1.38— Paid for Coal (School Account), $12.45— 
Paid for music-stands for use of choir $6 (Check No. 40). 

Feb. 4— Sold lot 2, block B, $28— Received from Poor Box 
$1.12 — ^For candles, etc., sold $1.15 — ^Paid for new office 
desk $16 (Check No. 41) (14). * 

Feb. 5 — ^Paid sexton $11.25 — ^Paid Interest on Mortgage due 
today, 5% on $850, $42.50 (Charge to Cemetery Account) 
— ^Also paid $250 on the Mortgage itself (Charge to Bills 
Payable) (Check No. 42). 

Feb. 6 — ^Received Rent of School Hall from St. John's Society 
for January and February, $6 — Gave alms 75c — Paid for 
sweeping church $1.50. 

Feb. 7— Received for Altar Society (Mrs. Nolan) $6.80— Paid 
for repairing chinxJi furnace $12.30 — Received for adult's 
grave $10 — ^Donation for school $2 — Sold lot 6, block A, 
$32 (Deposited in Bank $110). 

Feb. 9 — ^Yesterday's receipts for Pew Rent $29, Penny Collec- 
tion $8.27, Ushers $8.90, Altar Society (Mrs. Baker) $5.15. 



*See explanation under corresponding number on a previous page. 
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Feb. 10— Paid for school-maps $8.30 (Check No. 43)— Gave 
abns 60c — ^Received for candles, etc., sold $2.10. 

Feb. 11 — Received net proceeds of children's entertainment of 
the 5th inst., for benefit of school, $83.72 — Sold lot 8, block 
A, $36 — Received for religious articles sold $1.20- -Pew 
Rent $3. 

Feb. 12 — ^Paid for book-case for pastor's study and for installing 
same $38 (Check No. 44) (14) — ^Received from Altar 
Society (Miss Carr) $7.45— Paid sexton $11.25. 

Feb. 13— Paid plumber's bill (school) $5.50— Paid for choir- 
music $2.30— Paid for new Missal-stand $4 (Check No. 45) 
(10) (Deposited in Bank $200). 

Feb. 14 — Gave alms 50c — ^Received for child's grave $5 — ^For 
candles, etc., $1.60— Pew Rent $4.25. 

Feb. 16— Yesterday's receipts for Pew Rent $28.75, Penny Col- 
lection $7.40, Ushers $9.30, Altar Society (Mrs. Carey) 
$3.65. 

Feb. 17 — Received Donation for school $1 — ^Paid for new can- 
dlesticks and vases $14.83 (Check No. 46) (10). 

Feb. 18— Received for Pew Rent $1.50— For child's grave $5— 
Received from Poor Box $2.38 (Deposited in Bank $80). 

Feb. 19 — ^Paid for books and school stationery $21.29 (Check 
No. 47)— Sold lot 3, block D, $36— Sold candles, etc., 
$1.75. 

Feb. 20 — Gave alms 40c — ^Paid sexton $11.25 — Paid for work 
done in cemetery $7.75 — ^Received for Pew Rent $4. 

Feb. 21 — ^Received from teacher for books sold $8.95 — ^Received 
from the Bank $6.00, the Interest on Certificate of Deposit 
for one-half year. 

Feb. 23— Yesterday's receipts for Pew Rent $34.90, Penny Col- 
lection $4.87, Ushers $7.60, for Negro and Indian Missions 
$17.35 (13). 
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Feb. 24 — Received for Rent of School Hall from Catholic Order 
of Foresters $2 — ^For child's grave $5 — ^Bought a piece of 
property adjoining school-grounds for $2,100.- Paid Cash 
$300 (Check No. 48), and two Notes for $900 each, one 
payable in a year, the other in two years from date, each 
with interest at 3% *. 

Feb. 25 — ^Paid for sweeping church $1.50 — Pdd freight on 
school-supplies $1.18 — ^Received for adult's grave $10 — ^For 
Pew Rent $4.50. 

Feb. 26 — ^Paid sexton $11.25 — Gave alms 30c— Received for 
school-supplies sold $9.70 — Sent Negro and Indian Collec- 
tion to Rev. Chancellor $17.35 (Check No. 49). 

Feb. 27— Received from Altar Society (Miss Bailey) $4.10 — 
Sold lot 4, block D, $28— Sold candles 90c. 

Feb. 28 — ^Paid teacher's salary for the month $35 (Check No. 
50)— Paid organist $25 (Check No. 51)— Received Pew 
Rent $3.50 (Deposited in Bank $200). 

FEBRUARY POSTING, TRIAL BALANCE AND STATEMENT. 

After the February transactions have been journalized, they 
are next to be transferred to the accounts in the Ledger to which 
they belong, new ones being opened if necessary. "Furniture 
and Fixtures," debited for outlays on Feb. 4th and 12th, is such 
an account, this Ledger-title not having occurred before. Open 
it on page 5, assigning to it the lower half of the page. 

Place the February items immediately below those of 
January, beginning on the first free line. Li other words, do 
not leave a blank line between them. When the posting is 



* Journalizing this transaction, we debit "School Account" for $2,100, 
the lot being intended for a play-ground, and credit "Cash*' $300 and 
"Bills Payable" $1,800. In entering it upon the Cash Journal, we omit 
the Cash, place the debit amount ($2,100) in the credit column, and the 
credit amount ($1,800) in the debit column. By doing this we increase 
the totals of the two columns unequally, the excess ($300) placed in the 
credit column indicating the sum of Cash paid out, and serving to re- 
duce the difference between the columns by that much. "Bills Payable** 
as a Ledger title, may be credited in one amount for both Notes although 
they fall due at different times. They are recorded singly in the Bill Book. 
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finished, make a Trial Balance and Statement. Proceed ex- 
actly as directed at the end of the first month. In case of error 
in tie Trial Balance, apply the rules given for finding same. 
Compare your Statement with the one shown herewith, and, if 
correct, place it on page 11 of your Ledger, under that for 
January. 



February Trial Balance and Statement. 



L.F, 










L.F. 










1 


Church AccH 




209 


k3 


1 


Church Acc't 




33 


30 


2 


Sexton 




101 


25 


2 


Pew Rent 




k73 


90 


3 


Rep. and Imp. 




9k 


20 


3 


Ushers* Col. 




68 


30 


h 


Choir Expense 




89 


80 


k 


Penny Col. 




71 


99 


5 


Int.y Taxes and Ins. 




185 


38 


5 


Interest 




6 




6 


Furniture and Fix. 




5h 




6 


Bills Payable 


3 


700 




6 


Bills Payable 




250 




7 


Altar Society 




6k 


20 


7 


Altar Society 




36 


k3 


8 


School Acc*t 




197 


37 


8 


School AccH 


2 


300 


08 


9 


Cemetery Acc*t 




k09 




9 


Cemetery AccH 




908 


15 


10 


Special Col. 




102 


95 


10 


Special Col. 




102 


95 














Cash, per C. J. 




795 


3k 
















5 


127 


01 






5 


127 


01 



68 BOOKKEEPING FOR PARISH PRIESTS. 



DIRECTIONS FOR CLOSING THE LEDGER. 

After each of the monthly Trial Balances and Statements, 
the accoimts in the Ledger are continued, the items of the fol- 
lowing month being entered immediately below those already 
there. At the end of the year, however, the Ledger should be 
closed. This means that the accounts should be reduced to 
their simplest form, totals transferred from the tributary to the 
principal accoimts, and these made to show results in a single 
amoimt. 

In this treatise, the January and February Trial Balances 
and Statements will serve as models for the monthly statements. 
When the student has reached this point, and, after journalizing 
and posting the transactions for February, has taken a Trial 
Balance and made a Statement, let him suppose the year to be 
ended, and proceed to close the Ledger. As mentioned above, 
this wilLrequire him to transfer the totals of the tributary or 
secondary accounts to the principal or primary ones. In the 
February Ledger the secondary accoimts are: "Sexton," "Pew 
Rent," "Repairs and Improvements," *TJshers' Collections," 
"Choir Expense", "Penny Collections", "Interest, Taxes and 
Insurance", and "Furniture and Fixtures", — ^all tributary to the 
Church Account". The primary accoimts, besides the 
Church Account" just mentioned, are ^'Bills Payable", "Altar 
Society", "School Account," and "Cemetery Account". 

Beginning with "Sexton" on page 2, write, in red ink, on 
the first free line below the items, the date, the account and 
page to which transfer is made, and the amoimt, thus: *'28 — 
To Church Account — LI — $101.25j^ and transfer this amoimt 
to the debit side of the "Church Account", writing in black ink, 
on the first free line, ''28— To Sextan— L2— $101.2 ff\ 

In the "Pew Rent" Account write, in red ink, on the first 
free hne, ''28— By Church Acc(mnt—Ll—$Ji73.90y' and trans- 
fer to the credit side of "Church Account", writing in black 
ink, "28— By Pew Rent—L2—$It37.9ff\ 
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In the same way the totals of the remaining tributary ac- 
counts are to be transferred: "Repairs and Improvements'* 
$94.20, "Choir Expenses" $89.80, "Interest, Taxes and Insur- 
ance" $185.38, "Furniture and Fixtures" $54, to the debit side; 
"Ushers' Collections" $68.30, "Penny Collections" $71.99, and 
"Interest" $6, to the credit side. These closing entries should 
be written in red ink. The corresponding entries in the "Church 
Accoimt", however, are made in black ink. As each red ink 
entry is made, rule a single line above and a double line below 
each total in the money column. AU ruling is done in red ink. 

The tributary accoimts now being transferred, the others, 
including the "Church Accoimt" itself, are now to be simplified 
and made to show results in one amoimt. Taking them in the 
order in which they stand in the Ledger, the process would be 
as follows: 

1) '* Church AccounV^ — On the smaller side, in this case 
the credit side, write, in red ink, "5y Balance — $80.67" rule 
the two columns on a level vyith the longer one, insert totals in 
black, and bring down the Balance, also in black, to the opposite 
side (the debit), if the accoimt is to be continued on the same 
page. If, as suggested previously, a new account is to be com- 
menced on a new Ledger page, this Balance must be entered as 
the first item on the debit side of the new accoimt, ^'Mar. 1 — To 
Balance — $80.57." (See entry under Jan. 1st.) 

2) ''Bills Payable." — On the smajller side, the debit, write 
in red ink, "^S — To Balance — ^5,450," rule up in red, foot in 
black, and either bring the Balance down to the opposite side 
or transfer it to a new page, writing in either case, ''Mar. 1 — 
By Balance— $3,Ji50" . 

3) "Altar Society." — On the smaller side, tlie debit, write 
in red ink, "28— To Balance— $27.77" rule, etc., as directed for 
"Bills Payable". 

4) "School Account." — On the smaller side, the credit, 
write in red ink, "28— By Balance— $2,102.71" rule, etc. 
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6) ^* Cemetery Account.*' — On the smaller side, the credit, 
write in red ink, ^'28 — By Balance — $499.15,'' rule, etc. 

6) ''Special Collections.'' — ^Rule up at once by putting 
double lines under the amounts. No footings, to show the 
equality of the two sides, are necessary, since this can be seen 
at a glance. 

When these directions have been followed, the work of 
"closing the Ledger" is finished. In order to make sure that 
everything is correct, take a Trial Balance of the few accounts 
that show Balances, and after placing the Cash Balance in the 
debit column of this Trial Balance, assure yourseK that it foots 
up equally. This final Trial Balance should agree with the one 
appended. 

TRIAL BALANCE AFTER CLOSING LEDGER. 

L. F. Debits. Credits. 

1 Church Accoimt 80.57 

6 Bills Payable 3,450. 

7 Altar Society 27.77 

8 School Account 2,102.71 

9 Cemetery Accoimt 499 . 15 

Cash, as per C. J 795.34 

$3,477.77 $3,477.77 
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THE ANNUAL REPORT. 

^^Quotannisy ante^primam diem Februarii, relatUmem unius- 
cujusque missionis a prima die mensis Januarii iisque ad trigesi- 
mam primum mensis Decembris, factum juxta schedidam antea 
a Cancellario transmissamy et a Redore ac Curatoribus subscript 
tamy Nobis transmittere debet Rectory qui similem relationem 
coram congregationey ante finem mensis Januariiy legere tene- 
tur'\ — Ex Statutis Dioeceseos Pittsburgensisy Cap. III. n. II. 

Once a year the diocesan chancery calls for a Statement or 
Report concerning the temporal as well as spiritual condition of 
the various parishes within its jurisdiction. Blank forms are 
provided, and the information called for is compiled from the 
p»arish books and other records. The Report shown below agrees 
in general form with the one now used in the diocese of Pitts- 
burgh. Only that portion of it, however, is presented which has 
reference to the parish finances. The figures are taken from 
the Ledger Accoimts and Statements of Set I. 
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FINANCIAL STATEMENT. 



ORDINARY CHURCH RECEIPTS: ORDINARY CHURCH EXPENSES: 



Pew Rent 473.90 

Door Collections .... 68 . 30 

Penny Collections . . 71 . 99 
Monthly Collections 

School Collections . . 81 . 65 

Cemetery 409 . 

Altar Society 64.20 

All other Sources ... 33 .30 



Total $1,202.34 



Salary of Pastor .... 
Salary of Sexton .... 101 .25 

Choir Expenses 89 . 80 

Cemetery Expenses . " 58 . 15 

Insurance 115 . 

Taxes 63.95 

Other usual expenses 

of Church 146.10 

Other usual expenses 

of Rectory 



Total Church Exp. . . $574 . 25 



SCHOOL expenses: 

Salary of Teachers . . $105 . 
Other usual Expenses 95 . 08 



Total Ch. and Sch.$774.33 



DIOCESAN AND FOREIGN COL- 
LECTIONS: 

Diocesan Assessment. 



DIOCESAN AND FOREIGN FUNDS : 



Diocesan Assessment. 



Orphans' Fund 85.60 Orphans' Fund 85.60 



Holy Land Fund . > . 
Indian and Negro 

Missions 17.35 

Washington Univer- 
sity 



Holy Land Fund . . . 
tidian and Negro 
Missions 17.35 

Washington Univer- 
sity 



Total $102.95 



Total $102.95 



:•:•:•] :•«:< mm; 
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EXTRAORDINARY RECEIPTS Z EXTRAORDINARY EXPENSES : 

Income from Church Interest paid on debt , 6 . 43 

Property (Rent) ... $ 14 . Amount paid on 

Entertainments 83.72 Principal of Debt . 250. 

Donations and Be- Furniture for Church 

quests 18. and School 36.43 

Interest 6. Furniture for Pastoral 

All other Sources . . . Residence 54 . 

Repairs • of Church 

Total $121.72 and School 94.20 

Repairs of Pastoral 
BORROWED SINCE LAST REPORT: Residence 

On Mortgage New Grounds $300. 

On Notes 250. New Buildings 



cc 



Total $250. Total $741.06 

SUMMARIZED STATEMENT. 

Balance on hand, according to last Financial Report 736,67 

Total Ordinary Church Receipts 1,202.34 

Diocesan and Foreign Collections 102 .95 

Extraordinary Church Receipts 121 .72 

Loans 250. 

Total $2,413.68 

Total Ordinary Expenses of Church and School . . 774 . 33 

Diocesan and Foreign Expenses 102 .95 

Extraordinary Expenses on Church, School, 
and Rectory— including Amount paid on 

Interest and Principal of Debt 741 .06 

Balance on hand, January 1, 19 — 795 .34 

Total $2,413,68 

Cash Receipts (exclusive of Loans and last year's 

Balance) $1,427.01 

Total present Debt of Congregation 3,450. 

Interest at 3, 4, and 5 per centum. 
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EXPLANATORY REMARKS. 

In most cases, as regards the Financial Statement on the 
previous pages, the total footings of the different Ledger 
Accounts can be transferred to their proper places without 
change. There are some few exceptions, however, where items, 
which the Stateinent lists separately, were combined for con- 
venience imder one Ledger title. 

• 

The total Receipts (credits) of the "School Accoimt" 
($197.37) are, for example, split up as follows: Rent $14, 
Entertainments $83.72, Donations $18, School Collections 
$81.65. 

"Cemetery Expense" ($58.15) is the total debit of the Ceme- 
tery Account less the Balance with which the accoimt was 
opened. This Balance is subtracted because it is included in 
previous Statements. 

"tisurance," "Taxes," and "Literest," are entered sepa- 
rately as demanded, the amoimts being taken from the Ledger 
accoimt combining these titles. 

*TJsual Expenses of Church" ($146.10). This amoimt, as in 
the case of Cemetery Expense, is the total debit footing of the 
Church Account less the Balance ($63.33) with which the ac- 
count was begun. This Balance is accounted for in last year's 
Statement. 

"School Account." Thedebit total is divided thus: Salary 
of Teacher $105, Usual Expenses $95.08, New Groimds$300 
(the sum actually expended). 

"Furniture for Church and School" ($36.43) is the debit 
footing of the Altar Society Accoimt. 

Finally, 'Total Present Debt of Congregation" ($3,450) is 
the Balance of the Bills Payable Accoimt. 
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SET II • 

THIS Set shows a method of entering transactions that is 
materially different from that followed in Set I. Both 
sides of the Cash-Journal are used simultaneously, the 
receipts being entered on the left or debit side, and the expendi- 
tures on the right or credit side. The same memoranda as for 
Set I are retained. This is done in order to make it plain that 
the final "results of a series of transactions must be the same, 
even if the method of recording them be different. Both 
money-columns on each side are made use of, the second one in 
each case being reserved for a particular account. The use of 
so-called "special columns" is a valuable and highly regarded 
feature of modem accoimting. It saves time, by doing away 
with the necessity of posting many separate amounts to one and 
the same Ledger accoimt. By setting aside a certain column, 
and placing all debits or credits of the same kind into it, the 
total footing can be posted in one amoimt whenever desired. 
In this Set the special column (the second one on each side) 
will be reserved for the "Church Account", this Ledger-title 
occurring more frequently than any other. Whenever this 
Account is debited or credited, the amount is placed into the 
special column, and a check-mark ( i' ) put in the place for the 
Ledger folio, to indicate that the amount is not to be posted 
separately. The totals of all columns are carried forward from 
page to page, and the totals of the special columns posted in one 
amoimt at the end of the month. The Balance of Cash is foimd 
by taking the difference between the receipts, as shown by the 
sum of all the columns on the debit side, and the expenses as 
shown by the sum of all the columns on the credit side. The 
Cash-Journal is balanced once a month. Special columns may 
be multiplied at the option of the bookkeeper, to as great an 
extent, in fact, as the width of the page will permit. 
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JOURNAL CASH-BOOK. 

ST. JOHN'S CHURCH, BRICEVILLE, PA. 



Date* 



Ledger Title* 



Explanation* 



19— 
Jan, 



3 
6 



6 

7 

8 
10 
12 



13 



U 
15 

16 

17 
19 



20 
21 



23 

24 
26 



LF. 






V 



To Balance, 
Pew Rent, 
Penny CoWn, 
Church AccHy 
Bills Payable, 
Cemetery Acc*t, 
Pew Rent, 
Penny CoWn, 
Ushers' ColVn, 
Altar Society, 
Cemetery AccH, 
Cemetery AccH, 
Church AccH, 
Pew Rent, 
Church AccH, 
Church AccH, 
Altar Society, 
Cemetery Acc*t, 
School Acc*t, 
Pew Rent, 
Penny ColVn, 
Ushers' ColVn, 
Altar Society, 
Church AccH, 
School Acc*t, 
School AccH, 
Cemetery AccH, 
School Acc*t, 
Cemetery AccH, 
School Acc*t, 
Pew Rent, 
Pew Rent, 
Pew Rent, 
Penny ColVn, 
Ushers* ColVn, 
Special ColVns, 
Church Acc*t, 
Church Acc't, 
Cemetery Acc*t, 
Altar Society, 
School AccH, 
Church Acc*t, 
Pew Rent, 
School AccH, 
Cemetery AccH, 
Pew Rent, 
Pew Rent, 



Bank 663.19, on hand 8348 
Received today 



tt 



(( 



For candles sold 
Note No. 16 to Geo. Miller 
Rec*dfor aduWs grave 
Received yesterday 



«( 



(( 



(( 



(( 



Rec*d (Mrs. Nolan) 
Sold lot 17, bl. B 
Rec*dfor child's grave 
Rec'dfrom Poor-box 
Received today 
Rec'dfor candles, etc. 



(( 



(( 



(( 



(( 



Rec*d (Mrs. Baker) 
Sold lot It, bl. E 
Sold books, etc. 
Received yesterday 



tt 



ft 



tt 



tt 



From Miss Carr 

For relig. Articles 

St. Monica's Soc.,for rent 

Donation 

Lot 3, bl. C 

For books, etc. 

For adulVs grave 

From K. C*s, for rent 

Received today 



tt 



tt 



Received yesterday 



tt 



tt 



tt 



tt 



For orphans 
From Poor-box 
For candles, etc. 
Lot 7, bl. B 
From Miss Bailey 
For books, etc. 
For candles, etc. 
Received today 
Donation 
For child's grave 
Received today 
Received yesterday 



Amounts forward 



Receipts: 
General Gh. Acc't 



736 
43 

7 

260 

10 

22 

9 

8 

6 

42 

6 



4 

36 

21 

26 

8 

9 

4 



30 

3 

16 

8 
6 
6 
9 
91 



67 
80 
86 



40 
27 
40 
26 



76 

65 
50 
47 
10 
60 



3 
10 
21 

16 \80 
10 

3 

2 

6 
76 

8 

8 
85 



50 

80 
43 
70 
60 



1,675 50 



56 
90 



50 



2 

1 
1 



2 
1 



35 



38 

30 
50 



85 



12 
65 



80 



11 95 



*These headings are for explanation only, 
of pages in your blank-book. 



Do not write them at top 
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JOURNAL CASH-BOOK. 

ST. JOHN'S CHURCH, BRICEVILLE, PA. 



Expenses: 



Date 






Ledger Title 


Explanation 


General Ch.Acc*t 


19— 




L.F. 














Jan, 


« 




By Interest, 
" Interest, 


Pd. S. Hopkins to date 
Pd. Mrs. Bailey to date 


4 

1 


50 
93 










V 


" Church AccX 
" School AccH, 
" Choir Exp., 
" School AccH, 


Dec.Qas, Ch. 3.52, H. 1.64 
Dec. Gas Bill 

Organises Sal. (Ch. No. 2^) 
Teacher* s Sal. ( Ch. No. 25) 


1 
25 
35 


28 


5 


16 




3 


V 


" Church AccH, 


Pd. for coal 






14 


60 


• 




V 


" Church AccH, 
" Sexton, 


Pd. for expressage 
Wages to date 


11 


25 




40 




6 




** Rep. & Imp., 
" Altar Society, 


Rep. in Sacristy 

Pd. for Christmas plants 


8 
3 


75 
60 








7 


V 


" Church Acc% 
" School AccH, 


Gave alms 

For books and supplies 


43 


70 




50 




8 


V 


" CAwrcA ^cc'«. 


Buggy 3.85, horse 2.^0 






6 


25 




9 


V 


" CAwrc^ i4cc'<. 


Vestm. and Altar Linens 






42 


15 






V 


" C^wrcA AccH, 
** Sexton, 


Alms 75c, Sane. Oil 4^.35 
Wages to date 


11 


25 


5 


10 




10 


V 


" CAmtc^ ^cc'<. 


Envel, 10.63, StaVy 1.35 






11 


98 




H 


V 


" ^/^ar Society, 
" CAMrcA i4cc'f, 


Pd. for new Missal 
Alms 


14 






50 




15 


V 


** CAwrcA ^cc*f. 


Alms 






1 


50 




16 


V 


" Church AccH, 


Pd. for sweeping church 






1 


50 




17 




** iJep. & Imp., 
" Sexton, 


For rep. church roof 
Pd. per Ch. No. 33 
Wages to date 


9 
63 
11 


75 
95 
25 








20 


V 


" CAwrc^ ^cc'^ 


Pd. for horse-feed 






3 


50 




21 


V 


** Church AccH, 


Pd.' grocery hill for family 






2 


78 




22 




" CAoiV J5;xp., 


Pd. for hymn-hooks 


6 


50 








23 




" Rep. & Imp., 
" Insurance, 


Pd. for matting ( Ch. No. 34) 
On Rectory ( Ch. No. 35) 


63 
115 


40 








2^ 




" Sexton, 


Wages to date ^ 


11 


25 






• 






" Special CoW'n*, 


Orphans' Col. to Chan. 


85 


60 




— 








1 ^^ 
■ 


Amounts forward 


526 


96 


95 


92 



78 



BOOKKEEPING FOR PARISH PRIESTS. 



JOURNAL CASH-BOOK. 



ST. JOHN'S CHURCH, BRICEVILLE, PA. 



Date 



Ledger Title 



Explanation 



Receipts: 
General Gh. Acc't 



19— 
Jan. 



Feb. 



26 

27 
28 
29 
30 



LF. 



To Penny ColVny 
Ushers* ColVn, 
Altar Society y 
Cemetery Acc*t, 
Pew Rent, 
Cemetery Acc*t, 
School Acc*ty 
Church AccH, 
Pew Rent, 
Altar Society, 
Cemetery Acc*t, 
Church Acc*t, 



tt 
<< 
« 
(( 
<( 
(( 
(( 
<( 
tt 
tt 
tt 



Amounts forward 

Received yesterday 
tt tt 

From Mrs. Carey 
Lot 5, bl. B 
Received today 
Rec^dfor single grave 
Rec*dfor books, etc. 
Rec^dfor candles 
Received today 
Baker 6.25, Carr J^.95 
For large & small grave 
Total for January 



To Balance, 



1,676 50 

10 26 

9^0 

2 85 

30 



10 
8 



11 
16 
U 



l,79di 76 



66 



3i50 
20 



^0 



1,054 26 



11 



2 



U 



95 



45 



J^O 



The Cash-Journal for January is written up in full. The 
Ledger is not shown. The items, with the exception of those 
in the special columns, are posted precisely as in Set I and 
the Accounts will therefore be identical in form. The "Church 
Accoimt", however, because of the special columns in the Cash- 
Journal, will be materially changed in appearance, showing the 
debits and also the credits of the entire month in one entry. At 
the end of February, instead of covering nearly an entire Ledger 
page, it ought to appear as illustrated herewith: 

CHURCH ACCOUNT. 



19— 
Jan. 1 
31 
Feb. 28 



To Balance 63.33 

" Sundries 135.39 

10.71 



19— 
Jan. 31 
Feb. 28 



By Sundries 
tt tt tt 



14.40 

18.90 



BOOKKEEPING FOR PARISH PRIESTS. 



79 



JOURNAL CASH-BOOK. 



ST. JOHN'S CHURCH,- BRICEVILLE, PA. 



Date 



Ledger Title 



Explanation 



Expenses: 
General Ch. Acc*t 



19— 
Jan, 



26 

27 

28 
29 
31 



u 






By Church Acc*t, 
" Cemetery Acc^t, 
** Church Acc*t„ 
" Church Acc*t, 
" Sexton, 
" Choir Exp., 
*' School Acc*t, 
" Church AccH, 
** Balance, 



Amounts forward 
Pd. for candles, etc. 
Pd. for rep. fence 
Pd. for expresaage 
Gave alms 
Wages to date 
Pd. organist (Ch. No. 38) 
Pd. teacher ( Ch. No. 39) 
Total for January 



626 

7 



11 

.25 

35 

136 

1,054 



1,795 



96 
90 

26 



39 
26 



76 



96 92 



37 
1 



136 39 



82 

15 
50 



80 
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PAGE OF CHECK BOOK. 



Brought Forward %j££±is^ 

No. ^^ Depodtl 

BaUticu % 



Date /^<*^' 7, y" 

I itS^pL 

Favor .Xt^ v?^^ 

For ^i^^^r/'giC^^^Zfe 

Balance %JLl}Ll± 



No.-i| 



Deposit %. 



Balance $. 
Date y^^ f, //- 



Favor 9t.V ^^ 



>»^2. /»r 



Balance $j?/4f/;f 



No. i/tf Deposit |. 



Balance ij^. 



Date. 



^ 



f^ ' f, ff' 



$- 



^Jif 



Favor ^. Z^ j OC^i^it^ 

For— ^^^ 

Balance % 3 fa.^'/ 



Briceville National Bank 




-j^^ 






Sl John's Church, 



Briceville National Bank 



Pay to the ^ / 
Order of C^^ySc^^.^^ 



^ ^;t, /^ 



^-^ 



y,^ — DoUan 



Sl John's Church, 



-Pastor. 



Briceville National Bank 

St. John's Church, 



y^-t^yj^ 
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BANK ACCOUNT ON STUBS OF CHECK-BOOK- 

The supplementary record furnished by entering Deposits 
made and Checks issued on the stubs of the Check-Book, is 
often a great help to the bookkeeper, and fully repays the little 
additional time required to keep it. A reference to the illus- 
tration of a page of the Check-Book will show that the stub of 
a Check, if properly filled out, indicates when and for what 
amoimt the Check was issued, to whom it was given, and for 
what purpose. Either on the front or back of the stubs an 
accoimt should be kept of the amount of money in the Bank at 
any time. Whenever a deposit is made, the sum deposited is 
added to the last Balance; whereas, when a Check is drawn, 
the sum of the Check is subtracted from the last Balance. 
Unless this is done, and done carefully, it will soon be impossible 
for the depositor to know how much or how little money he still 
has against which to draw Checks, in which case it may even 
occur that he overdraw his account by issuing Checks for a 
larger amoimt than that which still remains in the Bank to 
his credit. 

The following figures show the Balance on deposit at any 
time during the months of January and February: 



Balance of Checking Account, January 1 $253. 19 

Jan. 2, Check No. 24 25. 



Balance 228.19 

Check No. 25 35. 



Balance 193.19 

Jan. 3, Deposited 300 . 

Balance 493.19 

Jan. 6, Check No. 26 8.75 



Balance 484.44 

Check No. 27 3.60 

Balance 480.84 

Jan. 7, Check No. 28 43.70 

Balance 437.14 
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Balance 437.14 

Jan. 9, Check No. 29 42. 15 



Balance 394.99 

Check No. 30 4.35 



Balance 390.64 

Jan. 12, Deposited 150. 

Balance 540.64 

Jan. 14, Check No. 31 14. 

Balance 526 . 64 

Jan. 15, Deposited 100. 

Balance 626 . 64 

Jan. 17, Check No. 32 9.75 

Balance 616.89 

Check No. 33 63.95 

Balance 552.94 

Jan. 20, Deposited 150 . 

Balance 702.94 

Jan. 23, Check No. 34 63 . 40 

Balance 639.54 

Check No. 35 115. 

Balance 524.54 

Jan. 24, Check No. 36 85 . 60 

Balance 438 . 94 

Jan. 27, Check No. 37 37 . 82 

Balance 401.12 

Jan. 28, Deposited 140. 

Balance 541.12 

Jan. 31, Check No. 38 25. 

Balance 516.12 

Check No. 39 35. 

Balance 481.12 

Feb. 3, Check No. 40 6. 

Balance 475.12 

Feb. 4, Check No. 41 16. 

Balance 459.12 

Feb. 5, Check No. 42 292.50 

Balance 166.62 
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Balance 166.62 

Feb. 7, Deposited 110. 

Balance 276.62 

Feb. 10, Check No. 48 8.30 



Balance 268.32 

Feb. 12, Check No. 44 38. 

Balance 230.32 

Feb. 13, Check No. 45 4. 

Balance 226.32 

Deposited 200. 

Balance 426.32 

Feb. 17, Check No. 46 14 . 88 

Balance 411.49 

Feb. 18, Deposited 80 . 

Balance 491.49 

Feb. 19, Check No. 47 21 . 29 

Balance 470.20 

Feb. 24, Check No. 48 300. 

Balance 170.20 

Feb. 26, Check No. 49 17. 35 

Balance 152.85 

Feb. 28, Check No. 50 35 . 

Balance 117.85 

Check No. 51 25. 

Balance 92.85 

Deposited 200. 

Balance 292.85 
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THE BANK PASS-BOOK, - 

The illustration shows the Bank Pass-Book, with the Bank 
Account of St. John's Church, Briceville, Pa., as it appears 
after adjustment at the end of January. It will be noticed 
that the Deposits are entered in the order in which they were 
made; the Checks, however, are entered, not in the order in 
which they were issued by the depositor, but in the order in 
which they were presented at and paid by the Bank. Notice, 
too, that between the Balance as shown by the Pass-Book 
($626.72), and that shown by the depositor's account as kept 
on the stubs of his Check-Book ($481.12), there is a difference 
of $145.60. This is accounted for by the fact that Checks No. 
36, No. 38, and No. 39, have been issued, but have not yet been 
presented for payment. The vouchers (canceled checks) re- 
turned with the Pass-Book are the Bank's evidence for the 
correctness of its entries against the depositor's account. They 
should be carefully inspected, and should be compared with the 
corresponding stubs. If correct, a check mark ( r ) made on 
the stub will serve to indicate this fact. These vouchers like- 
wise serve the purpose of Receipts, since each is endorsed by 
the payee when he gets his money. Where several endorse- 
ments are found on a Check, its course, from the time of its 
issue up to the time of its payment, can be traced. Canceled 
Checks should be kept for at least five years. The most satis- 
factory way of doing this is to "re-construct" the Check-Book 
by pasting the returned Checks to the stubs from which they 
were originally removed. 
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THE BILL-BOOK. 

The Bill-Book is intended to contain a record of Bills 
Receivable and Bills Payable in such a form that all the neces- 
sary facts concerning each Note or Draft are mentioned. The 
book, as supplied by stationers, is provided with printed head- 
ings to the various columns, these headings indicating the use 
to which each column is to be put. Commonly such a record 
mentions the different parties to the paper, the time which it is 
to run, the date of maturity, the amoimt, and the rate of Inter- 
est. A separate column on the extreme right is reserved for 
remarks relative to the final disposition of the paper, for 
instance its payment at maturity, its transfer or sale, etc. 

As to whether a Bill-Book is necessary or not, depends 
upon the niunber of Notes or Drafts issued and received. How- 
ever, whether these be few or many, some record of the written 
obligations of others on hand, or of our own outstanding, is, 
to say the least, advisable. Unless recorded. Bills Payable may 
easily be forgotten and allowed to fall due without proper pro- 
vision having been made to meet them, a contingency which 
would result not only in embarrassment and mortification for 
the debtor, but which might also mean additional expense and 
loss of credit. 

The following illustration of the Bill-Book shows the record 
of the Bills Payable issued as per memoranda of Set I. Several 
others have been added for the sake of greater variety. 
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Part Third 



FINANCIAL STATEMENTS. 

Very generally now-a-days, pastors have a condensed copy 
of the Annual Report as prepared for the chancery oflFice printed 
in leaflet form, for distribution to the heads of families, pew- 
holders, and other parish members that may be interested. 
They do this because they recognize the right of members of a 
congregation, at least of those who contribute according to their 
means, to some information a^ to the ordinary as well as extra- 
ordinary receipts and expenses, as to the progress that is being 
made towards paying oflF the church's standing debt, etc. 

The following ^TVIodel" is submitted in the hope that it 
may prove helpful in the preparation of such Statements : 
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CASH STATEMENT OF ST. JOHN'S CHURCH, 

Balance of Cash on hand Jan. 1, 19— $ 229 .36 

ORDINARY CHURCH RECEIPTS: 

Pew Rents $ 1,104 .25 

Door Collections 1,626.90 

Penny Collections 1,515 . 16 

Monthly Collections 3,427.23 

Cemetery 941 . 17 

Altar Society 240.55 

Rosary Society 125 . 60 



All other sources 65.87 9,046.73 



DIOCESAN AND FOREIGN COLLECTIONS: 



Orphans' Fund $ 187.93 

Holy Land Fund 39.45 

Indian and Negro Missions 28 . 50 

CathoKc University 120.00 

Peter's Pence 62.00 437.88 



EXTRAORDINARY RECEIPTS: 



Entertainment $ 136.80 

Rent of School-Hall 65.00 

Donations 37.00 238.80 



>• 



$9,952.77 



BOOKKEEPING FOR PABISH PRIESTS. 89 



BRICEVILLE, PA., FOR THE YEAR 19 . 

ORDINARY CHURCH EXPENSES: 

Salary of Pastor $ 1 ,000 . 00 

Salary for Assistance 90.00 

Salary of Sexton 540.00 

Salary of Organist and Choir Expenses . 508 . 52 

Cemetery 495 .20 

Taxes 161.40 

Other Usual Expenses of Church 272 . 02 

Other Usual Expenses of Rectory 87 . 75 

Altar Society 117.21 

Salary of Teachers 1,200.00 

School Supplies 346.22 4,818.32 

DIOCESAN AND FOREIGN FUNDS: 

Diocesan Assessment $ 175 .00 

Orphans' Fund 187.93 

Holy Land Fund 39.45 

Indian and Negro Missions 28.50 

Catholic University 120.00 

Peter's Penc6 62.00 612.88 

EXTRAORDINARY EXPENSES: 

Interest Paid on Debt $ 553.00 

Repairs of Church and School 266.79 

Repairs of Pastoral Residence 143 . 65 

Furniture for Church and School ...... 307 . 69 

Furniture for Pastoral Residence 112 . 63 

Cemetery Improvement 677 .42 

Amount Paid on Principal of Debt . . . 1,591 .78 

Mission 150.00 3,802.96 

Balance of Cash on hand Jan. 1, 19 — .. 718.61 

$9,952.77 
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SUMMARIZED STATEMENT. 

Receipts Expenses 

Balance Cash on hand Jan. 1, 19— $ 229 .36 

Total Ordinary Church 9,046.73 3,272.10 

Total Ordinary School 1,546^.22 

Total Diocesan and Foreign Funds 437 . 88 612 . 88 

Total Extraordinary 238.80 3,802.96 

Balance Cash on hand Jan. 1, 19 — 718 . 61 

$9,952.77 $9,952.77 



Cash Receipts (exclusive of Last Year's Balance) . . 9,723 . 41 

Total Debt of Congregation Jan. 1, 19— 13,591 .78 

Amount Paid oflF during the Year 1,591 .78 

Total Debt of Congregation Jan. 1, 19— 12,000 . 00 

Interest at 4 and 5 per cent. 

Committee: John H. Carroll, 

James B. Donnelly, 
Andrews Lukens, 
William J. Manning, 
Bernard L. Seifpert. 

Rev. W. J. Ejng, Pastor. 



THE PEW REGISTER. 

When Pew Rent is received, besides being entered in the 
regular Cash Book, it should also be recorded in a special Pew 
Register, kept entirely separate from and independent of the 
former. In parishes where dues of this kind are paid to a 
member of the Church Committee, the Pew Register may be 
kept 'by him. It should contain an alphabetical index-list of 
the pew-holders, should show the number of seats held by each, 
the amount of quarterly or annual dues, the payments made, 
the amount of arrears, if any, at the time the book was opened. 
In short, it should enable one to see at a glance just how each 
pew-holder stands with regard to this account. 
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A book ruled like the illustration would give this informa- 
tion, and provide sufficient spax^ for entries covering a period 
of 10 years. Under the name of the pew-holder the date may 
be inserted when the pew or the seat was taken. To indicate 
payments, a chedc-mark ( i^ ) in the proper place — ^year and 
quarter — is sufficient. It is better, however, to insert into these 
quarter spaces something more definite, for example a letter and 
number, like A73 or B16, the letter signifying the pad or book 
of Receipts and the number referring to the stub on which that 
particular payment is recorded. Parishioners are sometimes 
very positive in asserting that their Pew Rent for such and such 
a quarter is paid, but cannot produce the Receipt because it 
has been "mislaid" or "lost". K a careful record of payments 
is kept, with a cross reference to the Receipt-Book such as above 
suggested, previous payments can readily be looked up, and 
false claims quickly refuted. 

In addition to entering in the Pew Register, a Receipt 
should be given to those paying their Pew Rent. Blank forms 
for this purpose, in pad or book form — one, two, or three to a 
page, and provided with stubs — can easily be obtained. (See 
illustration, as to Form.) 



No. 



PEW RENT 



19- 



Paidbr- 
From 



To. 



PowNo. 



Seats- 



No.. 



PEW RENT RECEIPT 



ST. JOHN'S CHURCH 



Briceville, Pa.,- 
Received of M 



19. 



.DoUan. $. 



in payment foc 
to 



-Seats in PewL. 



^rom. 
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THE CEMETERY BOOK. 

Receipts and expenditures pertaining to the Cemetery Ac- 
count are entered in the Cash-Journal and Ledger as explained 
and shown in Part 11. In addition to these entries, however, 
it will be of considerable assistance towards keeping an accurate 
record of the cemetery lots sold, especially if they are not paid 
for in full at the time of purchase, if an auxiliary book be 
kept, this book to contain a list of the lots, the price of each, 
the date of sale, name of purchaser, and amount paid. An 
ordinary memorandum book will serve the purpose, and entries 
may be arranged as shown below. There should also be a wall- 
map, chart, or blue-print of the cemetery-plot, showing bound- 
aries, size, shape and location of lots, enabling prospective pur- 
chasers to make intelligent selection. On this chart the lots 
sold are marked in some way, for example by drawing a red 
ink line under the number, or by inserting name of purchaser. 



BLOCK A.— 16 LOTS. 



Lot 1 


$36 








" 2 


36 


Sold Jan. 6, 19 — , to William Regan 


Paid 




" 3 


36 








" -4 


36 


Sept, 19, 19—, to J. Taylor, $30 pd. 






" 5 


32 


" Aug. 8, 19 — , to Charles Howley 


Paid 




" e 


32 
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In some places, as soon as the lot is fully paid for, it is 
customary to give the purchaser a Certificate, or even a duly 
executed Deed, In either paper his rights and privileges as to 
the cemetery property are stated, together with the restrictions 
to which his absolute ownership of the lot is subject. 

m 

FORM OF CERTIFICATE. 

It Is Hereby Certified, That 

h . . . . purchased the use of Lot No , Sec- 
tion , in the St. John's Roman Catholic Cemetebt, situated 

in the County of Westmoreland, and Commonwealth of Pennsylvania, 

for and in consideration of which said 

h . . . . paid the sum of Dollabs, 

and the said h . . . . heirs 

and assigns are entitled to the use of said Lot for the sole purpose of Sepul- 
ture, subject to the conditions therein contained and referred to, on face 
and back of this Certificate, viz.: 

Roman Catholics, and of these only such as are entitled to Christian 
burial according to the rites and the discipline of the Roman Cat-holic 
Chubch, shall have the right of interment in said Lot (if said Lot is situated 
in blessed part of said Cemetery), and in order to avoid all question as to 
who is to be considered as such, a written certificate is to be procured 
from the Pastor of the Roman Catholic St. John's Church, Briceville, 
Westmoreland County, Pennsylvania, and the decision of said Pastor 
to be final for that purpose, and no corpse to be interred in said Lot without 
said Certificate. 

The use of said Lot is subject to the rules and restrictions that may 
be adopted from time to time by the Roman Catholic St. John's Congre- 
gation, of Briceville, Pennsylvania. Said rules and restrictions, however, 
shall not be valid unless approved by the Roman Catholic Bishop under 
whose jurisdiction said St. John's Congregation may be constituted. ' 

Non-compliance with the rules, conditions, and regulations now in 
force, or made hereafter as above provided, causes forfeiture of all the rights 

and claims which said and h . . . . 

heirs and assigns may have acquired under this Certificate. 

In Testimony Whereof, the Pastor of St. John's Church has here- 
unto set his hand, and the seal of said St. John's Church, at Briceville, Pa., 

this day of A. D., 19 — . 



(seal.) 
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RULES AND REGULATIONS. 

1. No inscription, monument, effigy, inclosure or structure whatever, 
shall at any time be written, placed or erected in or around said Lot, the 
purport, material and design of which shall not first have been approved 
by the Pastor in charge. 

2. No grave shall be opened by other than the person employed by 
the Pastor of St. John's Church, Briceville, Pa., and on payment of estab> 
lished fee for the same. No disinterment shall be allowed without good 
and sufficient reasons, nor without the consent of the Pastor. 

8. The property-rights in said Lot will descend to the heirs of the 
original' purchaser thereof; but it is hereby provided that no proprietor 
shall allow interment of relatives of his or her family, or of strangers, to be 
made in said Lot, without the consent of the Pastor of St. John's Church. 
Nor shall any transfer, assignment, or sale, of any Lot or of any interest 
therein, be valid without the written consent of the Pastor of said Church. 

4. Whenever an interment is to be made, timely notice must be given 
to the Pastor of St. John's Church, and a Permit obtained from him before 
any grave shall be opened. 

5. The person applying for said Permit must be able to give all the 
information necessary for a proper registry of the deceased on the parish 
records. 

6. All interments in cemetery Lots are subject to the following 
charges, same to be paid at the time of ordering the grave: 

For opening and closing grave for a child not exceeding 4 years $2 . 50 

JPor opening and closing grave for a child not exceeding 16 years 8.00 

For opening and closing grave for an adult 5 . 00 



FORM OF DEED. 

This Indenture, made the day of 

, in the Year of our Lord One Thousand Nine 

Hundred and , between , 

Pastor of St. John's Church of Briceville, a Parish and Congregation within 

and under the jurisdiction of the Right Rev , 

Roman Catholic Bishop of the Diocese of Pittsburgh, in the State of Penn- 
sylvania, party of the first part, and 

party of the second part, 

Witnesseth: That the said party of the first part, for and in considera- 
tion of the sum of Dollars, 
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lawful money of the United States of America, unto him well and truly 
paid by the said party of the second part, at and before the sealing and 
delivery of these presents, the receipt whereof is hereby acknowledged, has 
granted, bargained, sold, released and confirmed, and by these presents 
does grant, bargain, sell, release and confirm unto the said party of the 
second part, ]ns heirs, executors and administrators, the exclusive and entire 
right of interment or sepulture in all that certain lot of ground situate in 
the Roman Catholic Cemetery of the said Congregation, located in the 
Township of Chester, County of Henderson, and State of Pennsylvania, 
and known and designated in the Map or Plan of said Cemetery among 

the records of the said Congregation as Lot No together 

with all and singular the ways, avenues, passages, rights, liberties, privileges, 
improvements, hereditaments and appurtenances whatsoever thereunto 
belonging or in any wise appertaining and the reversions and remainders 
thereof: 

To Have and to Hold the same with the appurtenances unto the said 

, and his heirs, to and for the only proper 

use and behoof of the said , and 

his heirs forever, for the uses and purposes of sepulture only, and to and for 
no other use, intent or purpose whatsoever, subject to all the rules, regula- 
tions, conditions and restrictions of the Roman Catholic Church now in 
force, or which may hereafter be made and adopted; and subject also to the 
rules, regulations, conditions and restrictions made and adopted, or which 
hereafter be made and adopted by the Congregation or by the Trustees of 
said Cemetery for the government of lot owners or visitors to the Cemetery, 
and the burial of the dead. 

And Provided Also, that the right and privileges hereby granted shall 
not at any time be construed or extended so as to authorize any transfer 

of the same, or any portion thereof, by the said , 

his heirs, executors or administrators, without the express assent in writing 
of the first party first had and obtained, but that the same, and all the 
incidents thereto are hereby agreed to be reserved to and for him and them, 
and the members of his and their family, and their friends, without any 
profit or pecuniary payment, emolument or advantage whatsoever to him, 
them, or any of them, so that he or they, by virtue thereof, may at all times 
freely inter in the lot or piece of ground above mentioned the bodies of all 
such persons as he and they may think proper, subject to all the rules, 
regulations, conditions and restrictions aforesaid. 

And it is further stipulated and agreed by and between the parties to 

these presents, that if the said , his heirs, 

executors or administrators, shall or do at any time, contrary to the true 
intent and meaning hereof, transfer the right and privilege hereby granted, 
or any portion thereof, without the consent in writing of the said party of 
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the first part, his successors and assigns, or shall receive any profit, payment 
or pecuniary emolument or advantage whatsoever for the use of the said 
lot or piece of ground, or any part thereof, or shall at any time bury or 
inter the body of any person or thing contrary to the ruled, regulations 
conditions and restrictions aforesaid, then the present grant and all sub- 
sequent right and interest thereto shall cease and become void and of no 
effect. 

In Witness Whereof, the said party of the first part has hereunto set 
his hand and seal the Day and Year first above written. 



Pastor St. John's Church, Bricetfille, Pa. 
Signed and sealed and delivered in the presence of 



(seal.) 



CARD-FILE FOR CENSUS -RECORD. 

Card-cases and Filing-cabinets of one kind or another are 
a fixture now-a-days in thousands of business oflFices. What is 
more, they are fixtures that have proven themselves so valuable 
(because so convenient and so practical), that business men 
who have installed and become accustomed to them wonder how 
they ever got along without them. Names and addresses, lists 
of customers, the most varied statistics, correspondence, docu- 
ments, etc., etc., are all kept neatly and orderly, where they can 
be found whea wanted and occupying the least possible amount 
of room. 

What is so convenient in a business oflFice, can also be util- 
ized to advantage, even though on a smaller scale, in a parish 
residence, where records of various kinds, as well as letters and 
documents of considerable importance and value, accumulate 
in the course of time. 

It is not our intention here to show filing devices for all 
the purposes mentioned, but we do wish to recommend one 
filing arrangement which we think will prove highly serviceable 
to many priests, namely a Card-file for a Census-record. 
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Most priests in charge of a congregation, at some time or 
other have thxmght of taking up a census, even if they have not 
actually done so. Many are deterred by the great amoimt of 
tiresome labor which the undertaking entails, and are, perhaps, 
inclined to consider the information gained, or the good accom- 
plished, as not sufficient to repay the eflFort expended. Others, 
who have undertaken the task of gathering the names, ad- 
dresses, family statistics, and other information concerning 
their parishioners, which constitutes the visible result of census- 
taking, have allowed the records, which it has cost them such 
an amount of time and trouble to collect, to become unreliable 
and untrustworthy, because, transcribed, as they generally 
are, into a bound book, new names cannot easily be inserted 
where they belong, nor old ones eliminated in a satisfactory 
maimer. 

It is plain that in order to be of any practical value, a 
census-record must be up to date, and be in such a form that 
it can easily be kept up to date. This result can be secured, 
with the least trouble, if the census-record be kept on cards 
ruled for the purpose, and filed alphabetically in a neat cabinet 
or box, each card containing the record of one family or, where 
a parish-member stands alone, of that individual member. New 
cards can be readily inserted, old ones taken out or changed, 
and every card kept in its proper place at all times. 

As to the form, size and ruling, of the cards, it may be said 
that no form, no matter how arranged, will suit everybody. 
Tastes as well as needs differ too widely. The one shown 
below, selected only after mature deliberation and careful 
consultation with others, will, it is believed, be found as suitable 
as any. This card is 6 x 8 in. in size, and provides space for the 
information usually wanted when the record of parishioners is 
to be examined. (See illustration.) 

In the first column, below the names of parents and children, 
those of others living with the family — ^whether relatives or 
boarders — ^may be inserted. Where some other bit of infor- 
mation is wanted rather than that provided for by the printed 
headings, a substitution can easily be made, and the column 
used for the new item as desired. 
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By special arrangement with the author, a well known firm 
of manufacturing stationers * has consented to keep in stock the 
cards and cabinets here described and illustrated, so that priests 
who are interested and desire to install a census-file of this kind, 
can do so without trouble. The outfits are made up of different 
sizes, to meet the needs of large or small parishes. A one-drawer 
cabinet has a capacity of betweai 500 and 600 cards; a two- 
drawer cabinet provides room for from 1,000 to 1,200 cards; a 
four-drawer cabinet, for use in very large parishes, has space 
for from 2,000 to 2,400 cards. Besides the census-cards, each 
cabinet is intended to contain also a sufficient number of 
"street cards", or "address records", ruled as shown in the 
accompanying illustration, for use in city parishes. On these 
are inscribed the names and house-numbers of all the families 
belonging to the congregation that live on the same street, or 
on a certain section of the same street. The illustration, as 
will be noticed, lists the families living on "Franklin Street" 

*Wm. G. Johnston & Co., SUtioners, Pittsburgh, Pa, 
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between "Fourth and Sixth". Such a list foiuLS a desirable 
addition to the census-record proper. It will certainly prove 
a great convenience In case that a house to house canvass of the 
puish is to be made, particularly if this is to be done by a 
pastor or an assistant not yet ftoniliar with the persons and 
places to be visited. 



AddiCH Record BbawinE pubh memben in one locality- 
Reduced from 6x6 Indna. 

In order to avoid the necessity of re-writing the names on 
new cards on account of families moving into or out of the 
parish, or from one location in the same parish to another, these 
address cards can be had covered with a coating of silica, so that 
entries can be erased if made with pencil. He cards are thus 
made serviceable for practically all time. 

After deciding upon the size of cabinet which he will require 
for his census-records, the pastor can order as many cards of 
each kind as he thinks he will need. Additional cards, too, 
whether few or many, can be had whenever wanted. Both 
sets of cards should be arranged separately in the file, eadi 
with Its own guides or index. 
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When a census-card must be taken permanently from the 
file because the family whose statistics it bears has removed 
to another place, we suggest that instead of throwing it aside as 
of no further use, it be sent to the pastor under whose juris- 
diction the family now comes. It sometimes happens, where a 
family is inclined to be careless, that their presence within the 
boundaries of his parish remains unknown to the priest for 
months and even for years, during all of which time the mem- 
bers of that family have partially at least, it not entirely, 
n^leeted the practice of their religion. If priests will inform 
one another of removals in the manner suggested, such families 
can be looked after promptly, and properly affiliated with the 
parish of their place of new residence. 



Cmrdi Id upriiht podtkm. 



r • • 
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SIX PER CENT METHODS OF COMPUTING 

SIMPLE INTEREST. 

Since 6 per cent is the legal rate of Interest in most States, 
an easy method of computing Interest at this rate will often be 
of service. Two such methods are here explained. The first is 
for use when the Interest is to be found for what we will call "a 
long term", meaning thereby one that is expressed in years, 
months, and days, or in months and days. The other is for 
use when the Interest is to be found for "a short term", i. e., 
one expressed in days only. Neither of these methods is en- 
tirely exact in its findings, being based upon the assumption 
that a year consists of 12 months of 30 days. However, the 
inaccuracy being but slight (Ic in 73), both methods, on account 
of their simplicity, are generally used in computations of this 
kind by merchants and bankers. 

METHOD FOR LONG TERMS. 

The first method — ^when the interest-term is expressed in 
years, months, and days, — is based on the following observa- 
tions: 

At 6%, $1.00 will bring .06 (6c) interest in twelve months; 

.01 (Ic) interest in two months; 
.005 (5 mills) int. in 1 mo. or SO da.; 
.001 (1 mill) interest in 6 days; 
.0001/6 (1/6 mill) interest in 1 day. 

Prom the above facts we deduce the following Rule for 
finding the Interest on $1.00: 

RUI^. — Multiply the years by 6, and call the result cents; 
Divide the months by ^, and call the result cents; 
Divide the days by 6, and call the result mills. 

EXAMPLE. — Suppose the time is 4 years, 8 months, 14 
days. The Interest on every dollar, @ 6%, will then be 

4 X 6= . 24 for the years. 
V2 X 8= . 04 for the months. 
Ve X 1 4 =.002V3 for the days. 

Total: .282V3 
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Multiply this Interest by the given Prindpaly and the result 
icill he the answer sought. 

Long Tenns, i. e., those consisting of years, months, and 
days, are found by compound subtraction, thus: 

How long is it from July 12, 1915, to March 15, 1921? 

1921 — 3 — 15 
1915 — 7 — 12 



5 — 8—3 

The 6% method is used even when the rate is more or less 
than six, because one can readily work up or down to the given 
rate. Always, therefore, find the Interest first at 6%; then, 
if the rate be 7 %, divide by 6 and add; 



7J^%, 


« 


" 4 " " 


8 %. 


« 


« q « « 


9 %. 


« 


« Q << <( 


10 %, 


<( 


" 6 " then move the decimal 
point one place to the right; 


5 %, 


<( 


" 6 " subtract; 


4M%, 


« 


" 4 " 


4 %, 


C( 


a Q « 4 « 


3 %. 


« 


"2. 



EXAMPLES FOR PRACTICE. 

Find the simple Interest on 

1) $240.75 for 3 yrs. 10 mos. 24 days @ 4H%. W.25 

2) $350 for 2 yrs. 7 mos. 21 days @ 5%. ^6.^5 

3) $137.46 for 3 yrs. 11 mos. 13 days @ 5%. S7 ,17 

4) $1,200 for 1 year 4 mos. 26 days @ 5}^^%. 92,77 

5) $1,000 for 4 yrs. 6 mos. 18 days @ 6%. :275.00 

6) $375.80 for 2 yrs. 6 mos. 4 days @ 6%. 56.6^ 

7) $450 for 1 year 3 mos. 19 days @ 7%. -4i .0^ 

8) $187.50 for 3 yrs. 4 mos. 15 days @ 7%. ^4.50 

9) $600 for 5 yrs. 9 mos. 27 days @ 7H%. ^6:2. i5 
10) $500 for 1 year 7 mos. 8 days @ 8%. 6Jf.22 
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11) $250 from Sept. 4, 1915, to Aug. 22, 1918, @ 4^%- S8.38 

12) $248.26 from Oct. 19, 1916, to Mar. 1, 1919, @ 3%. 17.63 

13) $392.87 from April 6, 1915, to Feb. 7, 1917, @ 4%. 28.85 

14) $375 from May 19, 1914, to July 22, 1916, @ 5%. ^0.78 

15) $382.50 from Mar. 22, 1916, to Jan. 1, 1921, @ 5%. 91 .32 

16) $125 from Feb. 7, 1916, to May 19, 1919, @ 5H%. 22.57 

17) $675 from Jan. 8, 1914, to July 16, 1920, @ 6%. 26^.15 

18) $154.59 from July 14, 1917, to Mar, 25, 1918, @ 6%. 6 .^7 

19) $148.93 from Aug. 25, 1916, to Apr. 13, 1918, @ 7%. 17.03 

20) $643.80 from Dec. 16, 1915, to June 20, 1918, @ 7}^%. 

121.25 

METHOD FOR SHORT TERMS. 

The second method — ^when the terms are expressed in days 
—is based on the observation that when any Principal brings 
6% Interest in 12 months, it brings one-sixth of that, or 1% 
of itself, in 2 months (60 days), and one-tenth of this in 6 days. 
Hence the Jlules : 

a) In the given Principal, move the decimal pointJwo places 
to the left, and the resuU is the Interest on that Principal for 60 
days, 

b) Move the decimal paint three places to the left, and the 
result is the Interest on that Principal for 6 days. 

Having the Interest for either of these terms, it can readily 
be found for any desired nimiber of days larger or smaller than 
either. 

EXAMPLE.— What is the Interest on $142.86 for 68 days, 
ai6%? 

1 .4286 = the Interest for 60 days; 
.14286 = " " " 6 " 

.04762 = " " " 2 " 



1.61908 = " " " 68 days. 

Ans. $1 . 62. 



BOOKKEEPING FOB PARISH PRIESTS. 



105 



EXAMPLE.— What is the Interest on $54.20 for 45 days, 
at6%? 

.542 = ^e Interest for 60 days; 

.1855 = " " " 15 " 



.4065 = 



<( 



« 



i( 



45 days. 



Ans. 41c. 



EXAMPLES FOR PRACTICE. 

(Note. — Whenever the rate of interest is more or less than 6%, work 
up or down to it as already explained. In examples 11-20 count actual 
number of days between the given dates. See Rule in Part I.) 



Find the simple Interest on 
1) $325.00 for 72 days @ 3%. 



2) $295.80 

3) $176.39 

4) $213.40 

5) $180.00 

6) $224.70 

7) $418.97 

8) $621.13 

9) $540.00 
10) $312.54 



" 85 
"56 
"48 
"67 
"52 
" 38 
" 23 
"43 



14 



11) $150.00 from Oct 



@ 4%. 
@ iH%. 
@ 5%. 
@ 6%. 
@ 6%. 
@ 7%. 
@ 7K%. 
@ 8%. 



@ 9%. 
16 to to Dec. 9, @ 4%. 

12) $300.00 from July 21 to Sept. 6, @ 4J^%. 

13) $89.60 from Mar. 3 to July 12, @ 5%. 

14) $62.92 from May 18 to Aug. 2, @ 5%. 

15) $148.05 from April 26 to May 18, @ 6%. 

16) $204.00 from Nov. 9 to Jan. 15, @ 6%. 

17) $423.75 from June 28 to Sept. 2, @ 7%. 
i8) $218.34 from Sept. 14 to Nov. 5, @ 7}i%. 

19) $93.45 from Feb. 10 to Mar. 18, @ 8%. 

20) $68.85 from Jan. 4 to April 1, @ 9%. 



1.95 
2.79 
1.23 
H2 
2.01 
1.95 
3.10 
2.98 
5.16 
1.09 

.90 
1.76 
1.63 

.66 

2.28 

5.U 
2.37 

.75 

1.50 
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DISCOUNTING COMMERCIAL PAPER. 

Notes and Time Drafts are not considered worth their full 
value until they fall due. In other words, the holder of such 
paper is not entitled to the full value of the obligation before 
the day of its maturity. When commercial paper is paid before 
it is due, it is said to be "discounted". The "Discoimt" which 
must be allowed the payer for pre-paying the debt, depends 
upon the "Term of Discoimt", i. e., the number of days by 
which pre-payment is made, and upon the Rate of Discount. 
The debt less the discoimt, or tlie siun actually paid, is called 
the "Net Proceeds". 

To find the Day of Maturity ^ the Term of Discount^ the 
Discount^ and the Net Proceeds. 



$ 4^^^,^<9 Rochester, N. Y., 


c^^^^-ZO, 


\9^e 




after date. 


for value received. 


ci/ promise to pay ^< 


a-€^^m- A^^a-tf-** 


or 


Order, 




(D^^ *•*-*< 


'^/loo Dollars, 


at the First National Bank. 










Jiy^i*0^€K'C€^ C/^^flM'-'^'- 





Discounted Aug. Ist, @ 6%. 

OPERATION. 

Day of Maturity, October 10, 1916. 

Term of Discount (from Aug. 1st to Oct 10th) 70 days. 

The Discount, found by the 6% method as explained else- 
where, is 

4 .2168 =the Discount for 60 days, 
.7028= " " for 10 days, 

4.9196=" " for 70 days. 

$421.68 — $4.92 = $416.76, the Net Proceeds. An3. 
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If the Note to be discounted is interest-bearing, the Dis- 
count is reckoned not on the face but on the amount of the 
Note at maturity. 

EXAMPLE.— Take Richard Moore's Note, just dis- 
counted, and everything else being the same, suppose it to 
contain the words "with Interest @ 6%". 

OPERATION. 

Day of Maturity, October 10, 1916. 
Tenn of Discount (from Aug. 1st to Oct. 10th) 70 days. 
The Interest for 3 months @ 6% (6.33) added to the face: 
$421.68 + 6.33 = $428.01, the Amount. 

4.2801 = the Discount for 60 days, 
.7133= " " for 10 days, 

4.9934= " " for 70 days. 

$428.01 — $4.99 = $423.02, the Net Proceeds. Arts. 

EXAMPLES FOR PRACTICE. 

Find the Day of Maturity, Term of Discount, Discount, 
and Proceeds, of the following Notes : 

1) A Note for $285.45, dated June 1, payable in 90 days, if 
discounted July 12 @ 5%. 

2) A Note for $163.87, dated March 11, payable in 6 
months, if discounted June 19 @ 6%. 

3) A Note for $318.60, dated October 21, payable in 60 
days, if discounted November 5 @ 7%. 

4) A Note for $390, dated August 26, payable in 5 months, 
if discounted October 30 @ 7H%. 

5) A Note for $600, dated July 8, payable in 4 months, if 
discounted September 3 @ 8%. 

6) A Note for $750, dated May 10, payable in 1 year with 
Interest at 5%, if discounted March 18 @ 6%. 

7) A Note for $432.80, dated September 14, payable in 4 
months with Interest at 6%, if discoimted November 19 @ 7%. 

8) A Note for $253.76, dated February 16, payable in 6 
months with Interest at 7%, if discounted May 23 @ 6%. 
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9) A Note for $325.92, dated April 7, payable in 90 days 
with Interest at 8%, if discounted June 4 @ 8%. 

10) A Note for $189.16, dated January 27, payable in 5 
months with Interest at 4/^%, if discounted April 12 @ 5%. 







ANSWERS. 






1) 


August 30 


49 days 


$1M 


$283.51 


2) 


September 11 


84 " 


> 


2.29 


161.58 


S) 


Decemher 20 


45 '^ 


i 


2.79 


315.81 


4) 


January 86 


88 '' 


i 


7.15 


382.85 


S) 


November 8 


66 '' 


1 


8.80 


591.20 


6) 


May 10 


53 " 


i 


6.96 


780.54 


7) 


January H 


56 *• 


i 


4.81 


436.65 


8) 


AuguM 16 


86 " 


1 


3.72 


258.92 


9) 


July 6 


32 " 


i 


2.36 


330.08 


10) 


Junes? 


76 '' 


i 


2.03 


190.68 



Discounting commercial paper has the natiu^ of a loan 
when a customer, wishing to borrow money at a Bank, gives 
his promisory Note in exchange for what he receives, this Note 
then becoming due for its face value at maturity. In cases of 
this kind, the Bank does not give the borrower the sum for 

which the Note is made out, but subtracts from the face of 

• 

the Note the Interest on it for the time it is to run, paying him 
the Net Proceeds, or Difference. A man offering the Bank his 
Note for $1,000 will, therefore, receive less than $1,000. If he 
wishes to receive exactly $1,000, the face of his Note will have 
to be greater than that by the amount of Interest for the time 
which the Note is to run, at the rate which the Bank charges. 
In order to find what the face of such a Note must be, the 
Net Proceeds, time to run, and rate being known, proceed 
according to the following: 

RULE: Divide the Net Proceeds by the proceeds of $ly for 
the given time^ at the given rate. 
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EXAMPLE. — ^A man wishes to make a loan of $750, offer- 
ing the Bank his Note payable in 5 months. What must be the 
face of this Note, if the Bank discomits at 7%? 

OPERATION. 

The Interest on $1.00 for 5 months @ 6% = .025 
The Interest on $1.00 for 5 months @ 1% = .004V6 

The Interest on $1.00 for 5 months @ 7% = .029Ve 

$1.00 — .029 Ve, or .970 Ve = the Net Proceeds of $1 for 
the given time (5 months), at the given rate (7%). 

.970V6)750.00000( 
5.825 )4500.00000(772.53 ^?w. 

EXAMPLES FOR PRACTICE. 

1) What must be the face of a Note, payable in 90 days 
and discounted at 5%, in order to net $1,000? $1^012 66 

2) For what siun must a Note be given, payable in 4 
months, in order to realize $900, the Bank discounting at 6%? 

$918.37 

3) Find the face of a Note payable in 6 months, whose 
Proceeds are $1,200 when discounted at 7%. $l^J!i3M 

4) I wish to borrow $850 at a Bank which discounts at 
7/4%. If I give my Note payable in 60 days, what must be the 
face of the Note? $860.76 

5) What must be the face of a Note whose Proceeds should 
be $675, if made payable in 30 days, and discounted at 8%? 

$679.63 



PARTIAL PAYMENTS. 

The Balance due on Mortgages, or other interest-bearing 
obligations, on which partial payments have been made, is deter- 
mined by one of two methods, each of which has been more or 
less generally accepted. The one method, based on what is 
known as the United States' Rule, is founded on the following 
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decision of the United States Supreme Court, handed down by 
Chancellor Kent: 

"The rule for casting interest when partial payments have 
been made is to apply the payment, in the first place, to the 
discharge of the interest then due. 

"If the payment exceeds the interest, the surplus goes 
towards discharging the principal, and the subsequent interest 
is to be computed on the balance of the principal remaining due. 

"If the payment is less than the interest, the surplus of 
interest must not be taken to augment the principal, but the 
interest continues on the former principal until the period when 
the payments, taken together, exceed the interest due, and then 
the surplus is to be applied toward discharging the principal, 
and the interest is to be computed on the balance as aforesaid." 

This decision lays down the principle that neither interest 
nor payments shall draw interest. The rule which it establishes 
has the sanction of the law, and has been adopted by practically 
all the States — ^New Hampshire, Vermont, and Connecticut 
being exceptions. These States have rules of their own, formu- 
lated by their respective State Courts. 

The other method, known as the Merchants' and usually 
followed by bankers and merchants when determining the 
Balance due on Notes or Accounts running a year or less, is 
based on the principle that interest be allowed on the partial 
payments. Of the two, the Merchants' Rule is more favorable 
to the debtor. 

UNITED STATES' RULE. 

Find the amount of the debt from the day it was contracted 
to the day of the first payment. If this payment equals or exceeds 
the interest then due, subtract it from the amount obtained and 
consider the remainder as a new principal. If 9 however, the 
payment is less than the interest due up to that time, do not subtract 
the payment, but compute the interest on the same principal to a 
time when the sum of several payments equals or exceeds the interest 
then due. Whenever this is the case, subtract the payments frofm 
the amount then due, and consider the remainder a new principal 
as before. 
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EXAMPLES. 

1) On a Mortgage for $1,850, dated June 10, 1911, and 
bearing Interest @ 6%, the following payments were endorsed: 

March 14, 1912 $212.93 

July 8, 1913 340.00 

February 20, 1914 273. 70 

May 6, 1915 353.60 

January 15, 1916 269.54. 

What is due June 10, 1916 ? 



OPEBATION. 



1850 1912- 


-3—14 


- 


.045% Bate for 9 mos. 4 days. 11- 


-6—10 




616 


9—4 




617 




.045 


9250 




.OOOJi 


7400 




.045% 


84.483 Interest. 






1850. 






1934.48 Am't due when 1st paym*t was made. 






212.93 First Payment. 






1721.55 New Principal. 






. 079 Bate for 1 yr. 3 mos. 24 days. 1913- 


-7— 8 




1549395 12- 


-3—14 




1205085 1- 


-3—24 




136.00245 Interest 




.06 


1721.55 




.015 


1857 . 55 Am't due when 2nd paym't was made. 




.004 


340. Second Payment. 




.079 


1517 . 55 New Principal. 






.037 Bate for 7 mos. 12 days. 1914- 


-2—20 




1062285 1^- 


-7— 8 




455265 


7—12 




56.14935 Interest. 




.035 


1517.55 




.002 


1573.70 Am't due when 3rd paym't was made. 




.037 


273.70 Third Payment. 






1300. New Principal. 






.072?i Bate for 1 yr. 2 mos. 16 days. 1915- 


-5— 6 




867 14- 


-2—20 




2600 1- 


-2—16 


.06 


9100 




.012% 


94.467 Interest. 




.072% 


1300. 






1394.47 Am't due when 4th paym't was made. 




353.60 Fourth Payment. 
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1040 . 87 
.0415 


New Principal. 

Rate for 8 mos. 9 days. 


520435 
104087 
416348 




43.196105 
1040.87 


Interest. 


1084 . 07 
269 . 54 

814.53 
.024Ve 


Am*t due when 5th pa> 
Fifth Payment. 

New Principal. 


13575 
325812 
162906 


• 


19.68447 
814.53 


Interest. 



1916—1—15 
15—5 — 6 

8— 9 



.04 
.0015 

.0415 



1916—6—10 
16—1—15 

4—25 

.02 

.004V6 

.024V« 
$834.21 Am*t due June 10, 1916. Ana, 

2) On a Note for $1,000, dated February 1, 1913, and 
bearing Interest @ 5%, payments were endorsed as follows: 

August 1, 1913 $150; 

January 10, 1914 200; 

February 1, 1915 30; 

July 19, 1915 300; 

What remained due February 1, 1916 ? 



OPERATION. 
1000 1913 — 8— 1 

.025 13—2— 1 



25 . 000 


Interest for 6 mos. 


6— 


.025 


1000. 


Am't due on day of 1st payment. 




■ 


1025. 




150. 


First Payment. 
New Principal. 


1914—1—10 
13—8— 1 




875. 


.025 


. 0220V6 


5— 9 


.0015 


729 


6) . 0265 


17500 






.0044V« 


1750 


Interest for 5 mos. 9 days. 


- 


. 0220«/« 


19.3229 




875. 








894 . 32 


Am't due on day of 2nd payment. 






200. 


Second Payment. 


1915—2— 1 


.06 


694 . 32 


New Principal. 


14—1—10 


.0035 


.0529V6 


1—0—21 


6) . 0635 


11572 






. 0105V6 


624888 






.0529V« 


138864 


« 






347160 
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1915— 7--19 .025 

86.741100 Interest for 1 yr. 21 days. 15—2— 1 .008 

Third paym't less than Int. due. 5—18 6) . 028 

694.82 Last Principal. .004?^ 

.02H .028M 
28144 
188864 



16 . 2004 Interest for 5 mos. 18 days. 

86.74 Interest as above. 

52 . 94 Total Interest on day of 4th payment. 
694 . 82 1916—2— 1 

747 . 26 Am't due day of 4th paym*t. 15—7—19 

880. Sum of 8rd and 4th paym'ts. 6 — 12 

417 . 26 New' Principal. 

.O^H 6). 082 

27817 .005^ 

88452 . 026% 

11.1269 Interest for 6 mos. 12 days. 
417.26 



$428.89 Am't due Feb. 1, 1916. Ana, 

3) A Mortgage for .$2,500, dated March 14, 1914, and 
bearing Interest @ 6%, was endorsed with the following pay- 
ments: 

November 9, 1914 $500; 

February 27, 1915 800; . 

August 19, 1915 800; 

Find Balance due March 14, 1916. Ans. $1,110.66. 

4) A Note for $750, with Interest @ 5%, was dated July 
24, 1914. Payments: 

October 9, 1914 $100 

April 8, 1915 200 

September 15. 1915 125 

February 17, 1916 150 

What is due May 28, 1916? Ans. $220. 

5) On a Note for $800, dated May 6, 1914, with Interest 
@ 4t/4%y the following payments have been made: 

December 3, 1914 $200; 

November 30, 1915 500. 

Find Balance due May 6, 1916. Ans. $151.29. 
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MERCHANTS' RULE. 

I. — Find the amount of the debt from the day it was contracted 
until the day of settlement. 

n. — Find the amxmnt of each payment from the day it was 
made until the day of settlement 

in. — From the amount of the debt subtract the sum of the 
amounts of the payments^ and the difference^ or remainder j will 
be the balance due. 

EXAMPLES. 

' 1) For a Loan made at a Bank, April 15, 1914, 1 give my 
Note for $600, with Interest at 6%. If I paid 

$150 on July 19, 1914, 
$125 on October 11, 1914, 

$200 on January 22, 1915, 

« 

What will be required for settlement on April 15, 1915? 

Note. — When the Merchants' Rule is applied, the exact number of 
days in each interest-term should be taken. 

Operation: — ^From April 15, 1914, to April 15, 1915, is 
one year. The Interest on $600 for this tune @ 6% is $36; 
the amount, $636. 

The first payment, made July 19, 1914, draws Interest from 
that date to April 15, 1915, i. e., for 270 days. The Interest 
on $150 for 270 days is $6.75; the amount, therefore, $156.75. 

The second payment, made October 11, 1914, draws Interest 
from that date to April 15, 1915, i. e., for 186 days. The 
Interest on $125 for 186 days is $3,875; the amount, tiierefore. 

The third payment, made January 22, 1915, draws Interest 
from that date to April 15, 1915, i. e., for 83 days. The Interest 
on $200 for 83 days is $2.76%; the amount, therefore, $202.77. 

The payments ($156.75 + 128.88+202.77) amount to $488.- 
40. Subtracting this from the Amount of the debt ($636 — 
488.40), leaves $147.60, the siun required for full settlement. 
Ans. 
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2) My Note for $250, payable on demand, with Interest 
@ 5%, was given September 4, 1915. I wish to pay in full, 
March 25, 1916. If the following payments are already made, 
what remains due? 

Payments: November 8, 1915 $40 

December 10, 1915 50 

January 7, 1916 75 

February 17, 1916 60. 

Operatim:— The Interest on $250 for 203 days (Sept. 4, '15, 
to Mar. 25, '16), at 5%, is $7.05, and the amount = $257.05. 

The first pajonent draws Interest for 138 days (Nov. to 
Mar.), which equals 77c; the amount, then, being $40.77. 

The second payment draws Interest for 106 days (Dec. to 
Mar.), which equals 74c; the amount being $50.74. 

The third payment draws Interest for 78 days (Jan. to 
Mar.), which equals 81c; the amount being $75.81. 

The fourth payment draws Interest for 37 days (Feb. to 
Mar.), which equals 31c; the amount being $60.31. 

The Amount of the debt, $257.05, minus the sum of the 
Amounts of the payments ($40.77+50.74+75.81+60.31), or 
$227.63, leaves $29.42. Arts. 

3) On a Note for $225.36, dated April 24, 1915, with Inter- 
est at 6%, I have made the following payments : June 14, 1915, 
$82.70; August 14, 1915, $75. What sum is required for full 
settlement October 21, 1915? Ans. $71.79. 

4) My Note of June 28, 1914, for $458.19, was endorsed 
with the following payments: September 6, 1914, $150; No- 
vember 12, 1914, $173.42; January 27, 1915, $75. What sum 
will cancel the Note April 5, 1915, Interest @ 7%? 

Ans. $72.80. 

5) A Note for $700 was given November 22, 1914, with 
Interest at 7}/^%. Partial payments were made as follows: 
January 8, 1915, $200; March 3, 1915, $200; April 27, 1915, 
$200. y\ hat sum will be needed for a final payment, if made 
June 2, 1915? Ans. $116.67. 
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LAST WILLS AND TESTAMENTS. 

The Third Plenary Council of Baltimore, in Section IX, 
Chapter EH, No. 277, of its decrees, treats of this subject of 
Wills, and admonishes priests not to defer the making of a Last 
Will and Testament "od extremurrC\ but to attend to it "few- 
pestive'* and "orf normam legurrC\ Diocesan Synods have also 
legislated with regard to tliis matter, and priests will, of course, 
be guided by their enactments. 

It is not, therefore, our purpose here to lay down any rule 
of action for priests to follow, nor to submit sample Forms 
according to which Wills might be drawn. What we wish to 
mention, are certain things which the civil statutes expressly 
require in the case of Wills, things which priests should know, 
both for their own sakes, and because they are sometimes ap- 
proached by parishioners who desire information and advice — 
an occasion, by the way, for particular discretion and prudence. 

A Will may be defined as an instrument in which a person 
declares what disposition is to be made of his property after 
death. It has no force as long as the testator lives, and may be 
changed by him, entirely or in part, at any time. In order to 
have force after the testator's death, a Will must be probated, 
i. e., recognized and approved by the civil authority, and in 
order to secure this recognition it must be drawn up in accord- 
ance with the civil statutes. These differ materially in different 
States. 

Speaking generally, the State laws concerning Wills and 
Testaments require, 1) Thai the testator be of sound mind and 
memory. This is an essential condition for probating any Will. 
It means that the testator was in such a state of mind tiiat he 
knew and understood what he was doing. 

2) That the testator be a free anient at the time of making 
his Will. There must have been no intimidation, coercion, 
duress, or undue influence of any kind. 
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3) Of proper age. Statutes differ widely as to what consti- 
tutes proper age. Fop males it is in most States placed at 21, 
for females at 18. Married women may devise their own 
estates. 

4) That the Will be Written. This usually includes type- 
written Wills. Some State-courts have so decided ; in others it 
has never been settled by a judicial pronouncement. In neariy 
all States, however, typewritten Wills have been admitted to 
probate. 

5) That it be signed by the testator. He must sign his name, 
or make his mark. If unable, on accoimt of extreme illness, 
to do either, some one else may sign for him, but it must be at 
his request and in the testator's presence, the person so signing 
writing his own name also. 

6) That it be attested by proper toitnesses. In some States 
two, in others three are necessary. They are usually required to 
be "credible," or "competent," merely; sometimes, however, 
they must also be "disinterested," which means that they must 
not be beneficiaries in the W^ill. If they are, such bequests are 
void, unless there be a sufficient number of other witnesses. 

7) That the toitnesses attach their signatures (name only, 
or name and place of residence) to the Will. This must be done 
at the express request of the testator and in his presence. Some 
States require witnesses to sign in the presence of each other. 

8) That the toitnesses know and understand the significance 
of their actioHy i. e., know that they are signing what is intended 
as a last Will and Testament. The witnesses need not know 
the contents of the Will. 

With regard to charitable bequests, the law usually places 
some limitation or restriction either as to the amount so be- 
queathed, or as to the time within which such bequest must be 
made and executed. 

The person appointed in a W^ill to carry out its provisions 
is termed an executor. WThen no executor is named, or the one 
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appointed cannot or will not serve, the court appoints an 
administrator. The executor or administrator presents the Will 
to the proper court for probate, which court, if the Will is ad- 
mitted, issues "letters of administration". Notice of the 
issuance of such letters is published, and a specified time 
(usually one year) is granted within which claims for or against 
the estate are settled. At the end of the specified time the 
executor or administrator submits his account to the court for 
approval. 

An addition to a Will as once made and attested, whether 
it changes an original provision or constitutes an entirely new 
one, is called a codicil. It must be signed and attested in the 
same way as the Will itself *. 

A Will should be written in English, that being the language 
of our courts. If written in another .tongue, it will first have 
to be translated, at the expense of the estate, before it can be 
probated. 

Verbal or "nuncupative'' Wills, as they are called, are ad- 
mitted to probate in certain cases, but scarcely ever without 
more or less litigation and trouble. Usually the law restricts 
them to personal property. Besides this, they must be put 
into writing and presented for probate within a specified time, 
and be properly attested. Soldiers, whilst engaged in actual 
military duty, or sailors at sea, may devise their wages and 
personal belongings verbally. The witnesses to a nuncupative 
Will must be able to assert on oath that they were told by the 
testator that such and such was intended as his last Will, and 
that they were requested to witness this declaration. 
i Particulars, and special requirements in the various States, 
will be found in the following 



*A recent decision of a Pennsylvania court admitted as a codicil to 
her Will the contents of an envelope recognized as addressed by the testatrix, 
although neither witnessed nor signed. 



BOOKKEEPING FOR PARISH PRIESTS. 119 

i 

SUMMARY OF STATE LAWS CONCERNING 

WILLS. 

(Adapted from Hubbell's Legal Directory for 1916.) 



Alabama. — ^Testator must be of sound mind and memory, 21 
years old to devise real estate, 18 years old to devise personal 
property. To be effectual, the Will must be in writing, signed 
by the testator, or by some one for him in his presence and by 
his express direction. The witnesses, two in number, must sign 
in testator's presence. The State laws place no restriction as 
to bequests for charitable purposes. Nimcupative Wills are 
limited to $500 worth of property. 

Alaska. — ^Testator must be of full age (21). Will must be 
written, etc. Two witnesses. Children may be disinherited, 
but must be named in Will. If not named, they will be pro- 
vided for as if there were no Will, that is, they will receive their 
proportionate share of the residuary estate. 

Arizona.— AW persons, whether male or female, must be 21 . 
years old in order to devise property. The Will must be written, 
signed by the testator, or by some one in his presence and at his 
request. If entirely written by the testator, constituting what 
is legally known as an "olographic" Will, it need not be wit- 
nessed. Otherwise, two witnesses necessarj\ There is no 
restriction as to devises or bequests for charity. Nuncupative 
Wills must be for sums less than $50. If for larger amounts, 
they must be attested by three witnesses. Such Wills, more- 
over, must be reduced to writing within six days, and probated 
within six months. 

r 

Arkansas. — Proper age for devising real estate is not less 
than 21; for personal property, not less than 18. The Will 
must be written, signed by the testator in the presence of two 
witnesses, or declared to them as his Will and his signature. 
Nuncupative Wills, if made during last illness and attested by 
two credible witnesses, may be admitted to probate, but are 
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not good for more than $500. There is no restriction as to 
charitable bequests. 

California. — Will must be in writing, signed by the testator, 
who must be 18 years old, or some one for him at his request, 
either in the presence of the witnesses, or with the declaration 
that it is his signature, or made at his direction, and attached 
to his Will. The witnesses, two in number, must likewise sign 
in the testator's presence and at his request. Nimcupative 
Wills, attested by two witnesses, are admitted if bequests do 
not exceed $1,000. An olographic Will need not be witnessed. 
Bequests to charitable or benevolent purposes or institutions 
are restricted to one-third of the estate, provided there are 
other heirs, and must have been made at least 30 days previous 
to date of testator's death. 

Colorado, — ^W'ill must be written, signed by the testator, or 
else by his direction and in his presence. There must be at 
least two "disinterested" witnesses. The statutes of the State 
do not restrict or limit bequests of the testator for purposes of 
charity or benevolence. Males must be 21, females 18 years 
old to bequeath real property. Personal property may be 
willed if testator is 17 years old. 

Connecticut. — ^'ills written, and signed by the testator, 
must have three attesting witnesses. Typewritten Wills have 
been admitted to probate. No limitations as to charitable 
bequests. Testators must be at least 18 years old. 

Delaware. — ^Will, made by testator 21 or more years of age, 
must be written, properly signed, and attested by two credible 
witnesses. Charitable bequests not restricted by statutes. 

District of Columbia. — ^Male testator must be 21 years old, 
females 18, in order to make a valid Will. It must be in writing, 
signed by the person devising, or by some one in his presence 
and by his express direction. It must be attested by two 
credible witnesses. There is no limitation as to charitable 
bequests, except that they must be made at least one calendar 
month before the testator's demise. 
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Florida. — ^Any person, 21 years old, of sound mind, may 
make a valid Will. As to writing, signature and attestation, 
the requirements are the usual ones. Two witnesses. Nim- 
cupative Wills must have three witnesses, and will be admitted 
only if made during last illness, and reduced to writing and 
sworn to before some judicial officer within six days after being 
spoken. 

Georgia. — Age of 21 years required for making of a vaUd 
Will. It must be in writing, signed and attested as required 
usually. Typewritten Wills are admitted; but, of course, even 
in these the signatures must be made by hand. Three wit- 
nesses. A witness who cannot write, may attest by making his 
mark, provided he can swear to it; but one witness may not 
sign the name of another, even in that other's presence or at his 
request. Nuncupative Wills likewise must have three witnesses. 

Idaho. — ^Persons 18 years old may make Wills and devise 
both real and personal property. As to writing and signature, 
the statutes require that the testator sign in the presence of two 
witnesses, who in turn sign in the presence of the testator and of 
each other. Qiaritable bequests must be made at least 30 days 
before death, and must not exceed one-third of what is left to 
lineal descendants. Typewritten Wills have been admitted. 

Illinois. — ^To make a vaUd Will, a male must be not less 
than 21, a female not less than 18 years old. Wills must be 
written and signed in accordance with the ordinary statutory 
requirements. The witnesses, two in number, must be "dis- 
interested." If not, the bequest or bequests by which either is 
benefitted are void, unless attested by two others who are 
competent. Secondary evidence of execution is admissable 
where the subscribing witnesses are dead. Excepting dower 
and curtesy rights of a surviving wife or husband, and one-third 
of the personal estate, there are no further limitations upon 
bequests for charitable or benevolent purposes. 

Indiana. — Wills are admitted to probate provided they are 
in writing, properly signed by a testator 21 years old, and attest- 
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ed by two credible witnesses. Typ)ewritten Wills have been 
probated. Charitable bequests are not limited, except that the 
widow's dOwer rights cannot be taken from her without her 
consent. 

Iowa. — Testators must be of full age (21) in order to be- 
queath their property by Will. It must be in writing, signed, 
and attested by two witnesses who must not be beneficiaries in 
the Will. If they are, other competent witnesses are needed. 
As to bequests for charity, the State laws provide that no such 
bequest in excess of one-fourth of the residuary estate shall be 
valid, if a spouse, child, or parent, of the testator survive. 
Nuncupative Wills may be probated for personal property up 
to $300 in value. For these, also, two witnesses are necessary. 

Kansas, — ^Testator must be 21 years of age. The Will must 
be written, signed by the testator and by two competent wit- 
nesses. These witnesses must either have seen him sign, or 
have received his acknowledgment concerning it. A witnessing 
clause should indicate a compliance with these requirements. 
Neither husband nor wife can, without the consent of the other, 
bequeath away from the other more than one-half of his or her 
property. Aside from this, even if children are disinherited, a 
person may leave to charity what he pleases. Nuncupative 
Wills must be put in writing within ten days after being made, 
and must be oflFered for probate within six months. They must 
have two witnesses. The statutes of this State make provision 
for a testator to make his Will, and deposit it for safe keeping 
with the probate court of the county in which he lives. Such a 
Will, properly sealed and addressed, is held subject to the tes- 
tator's order while he lives, and after his death is delivered as 
per his directions. In case no one is named, to whom delivery 
is to be made, the Will is opened in public court, in the presence 
of the heirs and others interested, within two months after 
receiving notice of the testator's death. 

Kentucky. — Any person who wishes to make a legally valid 
Will must be no less than 21 years of age. It must be written, 
signed, etc., and subscribed by two disinterested witnesses. 
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Neither a legatee, nor the husband or wife of a legatee, is com- 
petent as a witness as regards bequests by which they are bene- 
fitted, unless they waive their rights under the Will. TVpe- 
written Wills have been accepted. Charitable bequests are not 
limited. 

Louisiana. — ^Persons 16 years of age, or over, can bequeath 
property by Will. The formalities connected with the making 
of a Will in this State are so many, however, that no one should 
attempt to do so without consulting a lawyer. If nimcupative, 
a Will must be put into writing by a notary pubhc, and must 
have three witnesses. 

Maine. — Wills, in order to be valid, must be written, signed 
by a testator of legal age (21), and attested by three witnesses 
who are not benefitted by it. No limitation on charitable be- 
quests. Nimcupative Wills must be reduced to writing within 
six days after they are spoken. Unless this is done, they are 
excluded from probate after six months. Nimcupative Wills 
must not bequeath property beyond $100 in value. 

Maryland. — Wills must be written and signed as is usual, 
and must have two or more credible witnesses. Male testators 
must be 21 years old, females 18. There is no decision by the 
State courts regaining Wills written on a typewriter. Such 
Wills have been probated by the orphans' court in Baltimore, 
and would probably be admitted also in other probate courts of 
the State. Nimcupative Wills are not approved, except in the 
case of soldiers in actual military service, or of mariners at sea, 
and then only in as far as they devise personal effects. Be- 
quests for charity or benevolence, whether made to any "minis- 
ter, public teacher, or preacher," or to any "religious sect, order, 
or denomination," must receive the sanction of the legislature 
either prior to or subsequent to the testator's death, in order to 
be valid. 

Massaehusetts. — Only persons who are at least 21 years of 
age can devise property, whether real or personal, by Will. It 
must be written, etc., and have the support of three witnesses, 
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neither of whom must be benefitted therein either directly or 
indirectly. A beneficial devise to the wife or husband of a sub- 
scribing witness is therefore also void, imless there be three 
other witnesses. There is no limitation or restriction with 
regard to charity, except that a surviving wife or husband may 
waive the share assigned her or him by the Will, and choose to 
take dower or curtesy rights instead. Massachusetts, like Kan- 
sas, makes provision for depositing a Will in the custody of the 
Register of Wills during the testator's life. 

Michigan. — ^Testator must be 21. The statutory require- 
meints as to writing and signing are like those of m^st other 
States. There must be two or more credible witnesses. Type- 
written Wills are admitted. The entire estate may be be- 
queathed to purposes of charity, except that dower rights of 
the wife cannot be taken from her against her will. 

Minnesota. — Male testators must be 21 years old; females, 
18. Otherwise, statutes regarding Wills are like those of Michi- 
gan, except that the witnesses must be "disinterested." Tyj>e- 
written Wills have also been probated in this State. 

Mississippi. — ^Testator, whether man or woman, must be at 
least 21 years of age. Wills must be in writing, properly signed, 
and have two subscribing witnesses. Bequests for charitable or 
religious uses are void if they consist of lands, or of money 
raised from the sale of lands. Personal property may be left 
for charity, but not to a religious body. There is no restraint 
on conveyances for charitable, benevolent, or religious purposes, 
if made ''inter vivos.^' 

Missouri. — ^To bequeath real property, a testator must be 
21 years old; to devise personal property, he need be but 18. 
Women of 18 years may bequeath* both. Wills must be written, 
signed, and attested by two witnesses. Typewritten Wills are 
admitted, if otlierwise properly executed. The statutes place 
no limitation on the amount willed to charity. They require 
however, that every child of the testator, as well as any children 
of a deceased child of the testator, be expressly mentioned in 
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the Will, even if they are to be excluded from all inheritance. 
As to any child or children not mentioned by name, the testator 
shall be deemed to have died intestate. 

Montana. — Any person, male or female, aged 18 years, or 
more, may make a Will devising real or personal property. 
Wills must be written, and signed in accordance with the usual 
statutes, and require two witnesses. Charitable bequests are 
limited in amount to one-third of the estate. If they exceed 
this, individually or collectively, they will be reduced. As to 
time, the statutes provide that bequests for charity are void 
unless made SO days or longer before death. 

Nebraska. — ^Wills must be in writing (typewritten Wills 
have been probated), signed by the testator, etc., who must be 
of full age, and subscribed to by two competent witnesses. 
The power of such a testator to make disposition of real and 
personal property is not restricted. 

Nevada. — ^Real as well as personal property may be dis- 
posed of by any person over 18 years old. Written, and signed 
by him or her, two witnesses must attest it, by signing in each 
other's presence, as also in the presence and at the express wish 
of the testator. Typewritten Wills have been allowed. The 
power of the testator to devise property as he pleases is unre- 
stricted, but extends only to one-half of the community property 
if the wife be still living. Children may be disinherited, and the 
disinheritance is final if the testator's intention to do this ap- 
pears from the Will. But if a child is simply unprovided for, 
it will be entitled to its share of the estate, the same as if there 
had been np Will, unless it has already received its share before 
the testator's demise. 

New Hampshire. — ^Twenty-one years is the age which the 
statutes of this State require for the making of a valid Will. It 
must be in writing, etc., and there must be three or more 
credible witnesses. These should be other than legatees. 
Bequests for charity are not limited in amount, except that 
neither husband nor wife may be deprived of his or her statu- 
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tory share without consent. Children may be disinherited, 
but only by express declaration. 

New Jersey. — 'ii 21 years old, any male or female person 
may make a Will. It must be in writing, etc., as usually pro- 
vided. The two witnesses necessary for proper attestation 
must sign in each other's presence, and must be "disinterested." 
The entire estate may be given to charity, but the Will of a 
husband does not affect a wife's dower, nor does the Will of a 
wife affect the husband's estate during the term of his natural 
life if there be any issue. Children may be cut off without any 
inheritance. In case, however, that a Will, made when the 
testator had no children, does not provide for or mention pos- 
sible issue, the same shall be considered void if he die leaving 
such child or issue. 

New York. — ^Men 18 years old, and women 16 years old, can 
make valid Wills. Written Wills must be signed by the testator 
in the presence of two witnesses. These witnesses, besides their 
names, must write also their place of residence. A failure to do 
this, whilst it does not invalidate the Will, subjects the offending 
witness to a penalty of $50. The following is the usual attesta- 
tion clause: "signed, sealed, published, and declared by the 
said testator as and for his last Will and Testament, in our pres- 
ence, who at his request, and in his presence, and in the presence 
of each other, have hereunto subscribed our names as attesting 
witnesses." Typewritten Wills have been admitted to probate, 
although there is no court decision regarding them. As regards 
charitable bequests, the New York statutes decree as follows: 
"No person having husband, wife, child, or parent, is permitted 
to devise or bequeath by Will to any benevolent," charitable, 
literary, scientific, or religious society, association, or corpora- 
tion, in trust or otherwise more than one-half of his or her estate 
after payment of debts; such devise or bequest is valid to the 
extent of one-half of the estate; the widow's dower and debts 
must be deducted in ascertaining the value of the estate." 
**Benevolent, charitable, scientific, and missionary corporations 
organized according to the statutes, may hold property by 
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devise or bequest, the annual income of which does not exceed 
$10,000; but no person having a wife, or child, or parent, can 
devise or bequeath to such corporation more than one-fourth of 
his or her estate after payment of debts." Such devise or 
bequest is invalid, moreover, unless the will was made and 
executed at least two months before the testator's death. Nim- 
cupative Wills are invaUd, except those of soldiers or sailors 
in actual service or at sea. 

North Carolina. — Wills are valid if made by persons 21 
years old, in writing, etc., and attested by two witnesses. They 
may be typewritten. The statutes do not restrict the hberty of 
the testator to devise his property to charity, but safeguard the 
widow's dower rights. She may dissent from her husband's 
Will, and take what the law would give her in case there were 
no WiU. 

North Dakota. — Any person 18 years old may make a vahd 
Will. It may be written, typerwitten, or printed, except as to 
the signatures of testator and witnesses, which must be in hand- 
writing. The witnesses, as provided in other States, must sign 
in the presence and at the request of the testator. Two wit- 
nesses are necessary. In signing, they should write name and 
address. A violation of this provision does not vitiate the Will, 
nor does it incur a penalty. As to bequests for charity, the 
rights of wife and issue are the only restriction. 

Ohio. — Age of 21 required for both males and females. 
Wills must be written, or typewritten, signed as usually pro- 
vided, and attested by two competent witnesses. In mmcupa- 
tive Wills, the two witnesses must be competent and disinterest- 
ed. These must, moreover, be put into writing within ten days 
after being made, and presented for probate within six monllis 
after testator's death. In reference to bequests for charity, 
the statutes say : "As against issue of the body of the testator, 
or an adopted child, or their legal representatives, all bequests 
to any benevolent, religious, educational or charitable purpose, 
or to any municipality, corporation, or association, or in trust, 
secret or express, for such purpose or bodies, are void, unless the 
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Will be executed at least one year prior to the decease of the 
testator". Subject to the above restriction, and to the right 
given the widow or widower by statute, the testator may dispose 
of his entire estate as he thinks proper. 

Oklahoma. — Any person of sound mind and memory, and of 
full legal age, may devise his real and personal property by 
Will. It must be written, properly signed, and witnessed by 
two competent persons who also sign. A testator cannot 
deprive his family of their homestead rights. Otherwise he is 
free to dispose as he wishes. 

Oregon. — ^Testator must be 21 years of age legally to devise 
real property; 18 years of age for personal property. Wills 
must be written, etc., as usual. Two witnesses. Typewritten 
Wills have been probated. No limitations or restrictions are 
imposed by the statutes upon bequests for charitable purposes. 

Pennsylvania. — ^A Will may be made by any person of sound 
mind and 21 years old. It must be in writing, and signed by 
the testator unless he "be prevented by the extremity of his last 
sickness". In this case some other person may sign for him, in 
his presence and by his express direction. Wills must be proven 
by two credible witnesses, who need not sign their names to it, 
although it is always safer to have them do so. If the Will con- 
tains bequests for charitable or religious uses, it must be attested 
by two subscribing witnesses who are both credible and dis- 
interested. In addition, such bequests must have been made 
and executed at least one calendar month before the death of the 
testator. The same requirements apply to conveyances (deeds) . 
Unless these conditions are satisfied, such bequests or deeds are 
void. If, however, the Will is properly executed, a man may 
will any portion of his estate to charitable institutions, subject 
always to the widow's right to elect to take her dower, and to 
the clauses referring to children to be bom after the execution of 
the Will ; also subject to the limitation placed upon the amount 
of property which can be lawfully held by a charitable institu- 
tion. With regard to this, the Act of April 22, 1889, provides, 
that "literary, religious, charitable or beneficial societies, con- 
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gr^ations, or corporations, may acquire and hold real and per- 
sonal property to the extent in the aggregate of a clear yearly 
value of $30,000, and to no greater extent, except with legisla- 
tive sanction". Concerning the revocation and alteration of a 
Will as onoe made, the statute says: "A Will properly made, 
can be revoked or altered only by a new Will, or by a codicil 
properly executed and proved, or other writing declaring the 
same, duly executed and proved, or by burning, canceling or 
obliterating the same, by the testator himself, or by some one 
in his presence and by his express direction". 

Rhode Island. — ^The usual requirements obtain as to writing, 
signing, and attesting Wills. Testators must be 21 years old 
to dispose of real estate; 18 years old for personal property. 
Two witnesses. Charitable bequests are not restricted, except 
in so far as they must not infringe dower rights. 

SotUh Carolina. — ^Legal age (21) required for testators of 
both sexes. Will must be in writing, properly signed, and 
attested by three witnesses. Entire estate may be willed for 
charitable purposes, subject to statutory limitations regarding 
rights of wife and children. 

South Dakota. — Eighteen years is the age which the law 
requires in testators of either sex. Will to be written, properly 
subscribed, and attested by two competent witnesses, who must 
write name and address. Charitable bequests are not restricted, 
except as to the use of the homestead for the support of the 
surviving wife and of minor children. Children are disinherited 
only if the Will so declares; not by implication. 

Tennessee. — Wills by which real estate is bequeathed must 
be in writing, signed by the testator, and must have two disin- 
terested witnesses. For Wills devising personal property only, 
no subscribing witnesses are required. These latter need not 
even be in writing, or signed by the testator. But two witnes- 
ses, or equivalent testimony, are required to establish them. 
Regarding the right of a testator to leave his property to charity 
there is no restriction other than those affecting the rights of 
the wife to homestead and dower. 
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Texas. — ^Testators 21 years of age may devise their real 
and personal property. Wills must be written, signed by the 
maker, and subscribed by two attesting witnesses. Type- 
written Wills are held as satisfying the statute. There is no 
limitation upon the power of testators to bequeath for purposes 
of charity, except such as involve the sale or partition of the 
homestead. 

Utah. — ^Testator of either sex must be at least 18 years old. 
Wills must be written, signed by the testator and by two wit- 
nesses who are not benefitted by its provisions. The witnesses 
must sign not only in the presence of the testator, but also in 
the presence of each other, and must write name and place of 
residence. An omission of the latter does not render the Will 
void. The statutes interpret "written" to include typewritten 
and printed. Signatures must all be written by hand. 

Vermont — ^\\'ills must be written and signed by the testator 
as provided in most other States. The witnesses, of whom there 
must be three, must sign in the presence of the testator and of 
each other. Wills written on the typewriter have been probated. 

Virginia. — ^To dispose of real estate by Will, testators must 
be 21 years old; they may dispose of personal property at the 
age of 18. Wills must be written and signed as usually pro- 
vided. The two necessary witnesses must sign in the presence 
of each other. Testators may leave the whole or any part of 
their property to charity. 

Washington. — ^The required age for male testators is 21 
years; for females, 18. There are the usual provisions for 
having Wills written, signed, and attested. Two witnesses are 
necessary. Amount bequeathed to charitable uses is not 
limited, but a husband cannot bequeath more than one-half of 
the commimity possessions. Children can be disinherited, 
but only by express mention. 

West Virginia. — ^Testator must be twenty-one years old. 
Wills may be written, typewritten, or printed, i.e., all but the 
signatures of testator and two competent witnesses, who must 
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sign in presence of each other. No restriction placed on charit- 
able bequests, except that they must not violate the wife's dower 
rights. Children may be disinherited with or without apparent 
cause. 

Wisconsin. — Any person at full age (21), or married women 
at 18, may make Will. It must be written, signed by the testa- 
tor, and by two witnesses in each other's presence. The wife's 
dower rights, as guarded by statute, are the only restriction upon 
full liberty of testator to devise as he pleases. 

Wyoming. — ^To dispose of real or personal property, testator 
must be 21. The Will must be in writing, property signed, and 
attested by two credible witnesses. The statutes place no 
restrictions on charitable bequests. 



COMMERCIAL TERMS. 

Ahstrojct of Title. — An epitome, or abridged list, of the successive 
transfers of the ownership of a particular piece of real 
property. 

Acceptance. — ^The readiness of the drawee of a draft, expressed 
on the paper itself, to pay it when due. 

Acceptor. — ^The one who accepts a draft. 

Accommodation Paper^ — ^Paper without consideration, signed or 
endorsed merely to accommodate another. 

Acknowledgment. — ^The formal declaration before the proper 
officer, ex. gr. a notary public, to establish the genuineness 
of any instrument. 

Action. — A law-suit. 

Administrator. — One appointed to take charge of and manage 
the estate of a person who died without leaving a will. 

Affidavit. — A written declaration, made imder oath, before the 
proper authority. 
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Affiant — One who makes affidavit. 

Annulment — ^A making or declaring void. 

Appraise. — ^To set a price or value on. 

Appurtenance. — A minor article or right belonging to and pass- 
ing with another thing, ex. gr. with real estate. 

Assent — Agreement; approval, sanction. 

Assess. — ^To place a value on something as a basis for taxation. 

Assets. — ^Property on hand or available for the payment of 
debts; resources. 

Assign. — ^To transfer or make over to another. 

Assignee. — One to whom an assignment is made. 

Assignment. — ^The transfer of property, right, or interest; the 
written instrument by which transfer is made. 

Assignor. — ^The one who assigns. 

Attachment. — ^The judicial proceeding whereby a person or his 
property is taken into custody of the law; the writ author- 
izing such action. 

Attestation. — ^The act of certifying to the validity of an instru- 
ment, by signing as a witness.* 

Attorney. — ^An agent; a lawyer. 

Audit. — ^To examine books or accoimts. 

Auditor. — One who audits. 

Bail. — One who assimies responsibility for the debt of another, 
or who becomes surety for a person under arrest, by signing 
a bail-bond which, under a penalty to the bailor, assures the 
bailee's appearance for trial when wanted; also, the 
security itself, which is agreed upon or given. 

Bank Note. — ^A form of paper money issued by Banks and guar- 
anteed by the national government, payable to bearer on 
demand. 

Beneficiary. — ^The person receiving the profits of a trust; also, 
the one in whose favor a policy of insurance is made. 
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Bill of Lading. — A receipt for certain goods, issued by a com- 
mon carrier, and his agreement to deliver them as directed. 

Blank Endorsement. — ^The name only of the endorser, without 
mentioning to whom transfer is made. 

Certificate of Deposit. — ^An acknowledgment by a Bank declar- 
ing that a specified siun of money has been deposited with 
it, payable to the holder on demand. 

Certified Check. — A check which the Bank upon which it is 
drawn marks "good", and thereby binds itself to pay. 

Charter. — ^An instrument issued by the State government estab- 
lishing a corporation and defining its privileges and powers. 

Chattels. — ^Personal property. 

Chattel Mortgage. — A mortgage placed on personal property. 

Check. — A draft, payable on demand, drawn on a Bank or 
Banker, by one having money on deposit. 

Collateral. — ^Personal property of value, such as jewels, plate, 
U. S. or other bonds, etc., given as a security for money 
borrowed. 

Commercial Paper. — ^Notes, drafts, and checks. 

Common Carrier. — One who offers his services to the public, 
and makes a business of carrying persons or goods. 

Common Law. — ^The unwritten law based on custom and long 
observance. 

Compromise. — A settlement of matters in dispute by means of 
mutual concessions. 

Consideration. — ^The thing promised, or given, or done, which 
induces consent to a contract. 

Consignee. — ^The one to whom a shipment is made. 

Consignor. — ^The one who makes a shipment. 

Contract. — An agreement between two parties, the conditions 
or provisions of which can be legally enforced. 

Conveyance. — An instrument conveying, i.e., transferring the 
title or some interest in real estate. 



134 BOOKKEEPING FOR PARISH PRIESTS. 

Copyright — ^The exclusive right, granted to the holder of the 
same, to make and sell copies. It is granted for books, 
music, pictures, drawings, maps, etc. 

Corporation. — A number of natural persons associated together 
for a specific purpose, usually some business enterprise, to 
whom a charter has been granted. 

Damages. — ^Money recoverable by law by one who has suffered 
a loss or sustained an injury. 

Days of Grace. — ^Three extra days, allowed by law in some 
States, beyond the time specified, for the pajTiient of com- 
mercial paper. 

Delivery. — ^Placing into the possession, power, or control of 
another. 

Deposition. — ^The written testimony of a sworn witness. 

Devise. — A term used in wills, meaning to give. 

Discount. — An allowance or reduction from the first price or 
list price; also, from a debt because it is prepaid. 

Dishonor. — ^Used with reference to commercial paper upon 
which payment or acceptance has been refused. 

Dividend. — ^The profits of a corporation as distributed to its 
stockholders. 

Drawee. — ^The person who, in a draft, is ordered to pay. 

Drawer. — ^The person who makes (draws) a draft. 

Duress. — ^Intimidation by threat or actual constraint. 

E^nbezzlement. — Criminal appropriation of property by one to 
whom it is entrusted. 

Eminent Domain. — ^The right by which the government in cases 
of necessity takes private property for public use. 

Endorsement— Any writing on the back of an instrument, 
whether for the purpose of a memorandmn or for the 
purpose of transfer. 

Endorsement vriihout Recourse. — ^An endorsement which is 
made for the purpose of transfer, but which expressly re- 
lieves the endorser from liability in case of dishonor. 
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Executor. — One charged by the maker of a will with carrying 
out its provisions. 

Fee Simple.— A clear title; absolute ownership. 

Foreclosure. — A legal proceeding by which the holder of a mort- 
gage (mortgagee) seciu'es redress from the mortgagor upon 
failure of the latter to carry out its provisions. 

Forgery. — ^Falsifying a written instrument either entirely or in 
part, to the detriment of another. 

Franchise. — ^A special privil^e granted an individual or a cor- 
poration by the government. 

Fraud. — ^Misrepresentation or concealment which deceives an- 
other, and induces him to do or to omit something. 

FuU Endorsement. — An endorsement which specifies to whom 
the transfer is made. 

# 

Garnishment. — A legal process by which a creditor attaches the 
property of a debtor in the hands of a third party; for 
instance, wages due but not yet paid. 

Grant. — A term used in deeds and other conveyances. 

Guaranty. — A written agreement to assume responsibility for 
the fidelity of another. 

Guardian. — One appointed to take care of (guard) the interest 
of another, ex. gr. of a minor, by managing his property. 

Insolvency. — ^The state or condition of a person whose liabilities 
exceed his resources. 

Intestate. — One who dies without leaving a valid will. 

Judgment. — ^The decision rendered by a coiu*t. 

L. S. {Loco Sigilli) — ^Used on sealed contracts in place of the 
regular seal. 

Lease. — A contract giving one the right to occupy and use an- 
other's land. 

Legal Tender. — Money which may be legally tendered (offered) 
in payment of debts; the formal offer made to satisfy an 
obligation; also, the thing so offered. 
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Lien. — ^The right to hold or retain possession of the property 
of another as a security. 

Maturity, — ^The time when some obligation or debt falls due. 

Mortgage. — ^An instrument which conveys property as a security 
for money loaned. 

Negotiability. — ^That quality in commercial paper which renders 
it enforceable in the hands of the one to whom it is trans- 
ferred even if it should not have been enforceable by the 
one who transfers it. 

Negotiable Paper. — Commercial paper which possesses the 
quality of negotiability. 

Notary Public. — ^An officer empowered to administer oaths, 
take depositions, protest dishonored paper, etc. 

Open Policy. — A contract of insurance which does not specify 
the value of the thing insured, because of its changeable 
nature; ex. gr. a stock of goods. 

Outlawed. — ^Deprived of legal force by the lapse of time. 

Par. — ^Equality between the market value and the face value. 

Patent. — A document issued by the national government to an 
inventor, securing to him the exclusive rights to his inven- 
tion. 

Payee. — ^The one to whom a note, draft, or check is payable. 

Personal Property. — ^Movable property; all property except 
real estate. 

Pledge. — ^Personal property given into the keeping of the credit- 
or as a security for a debt. 

Power of Attorney. — A general or special authorization given to 
an agent in writing. 

Premium. — ^The money paid to the insurer by the insured, as a 
consideration for the contract of insurance. 

Probate. — The acknowledgment and acceptance of a will by the 
proper court. 

Principal. — ^The one whom an agent represents, and for whom 
he acts; a smn of money on which interest accrues. 

Protest. — ^The steps taken to charge an endorser with liability 
for the payment of dishonored commercial paper. 
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Quitclaim. — A full release or acquittance given by one to 
another, for instance in regard to certain demands, or 
rights. 

Ratification. — Subsequent assent or approval. 

Receipt. — A written acknowledgment that certain property was 
received. 

Real Estate. — ^Houses and lands. 

Record. — ^To have an instrument entered on the public records. 

Remedy. — ^Means provided by law, whereby rights are enforced 
and wrongdoers punished. 

Replevin. — An action to recover possession of personal property 
unlawfully retained; also, the judicial writ or process by 
which such proceedings are instituted. 

Rescission. — ^The act of abrogating or repealing. 

Statute. — A legislative enactment; a law. 

Statute of Frauds. — ^The enactment made with a view to pre- 
vent frauds. 

Statute of Limitations. — ^The statute which sets a time-limit 
within which the right to bring suit may be exercised. 

Stockholder. — ^The owner of shares (stock) in a corporation. 

Suit. — An action brought in a court of justice. 

Summons. — ^The notice to a person to appear in court, whether 
as defendant or as witness. 

Surety. — One who assumes responsibility for another. 

Testator. — One who makes a last will or testament. 

Title. — ^The right to or ownership of property; also, the legal 

evidence of sudi right. 
Tort. — ^A wrongful act, like assault, trespass, or libel. 
Trade Mark. — ^A name, device, or symbol, by which a merchant 

or manuf actwer designates his goods, and by which the 

public may recognize them as such. 
Usury. — ^Interest above the legal rate. 
Warranty. — ^A declaration carrying with it responsibility in case 

that it is not verified. 
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